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| nt r oducti on

el come Welcome to the United States Department of Agriculture (USDA) Agricultural
Research Service (ARS) System Overview training. This module provides you
with the background information and navigational skills that you will need to
use the Foundation Financial Information System (FFIS).

Pur pose The purpose of this System Overview is to familiarize you with the functions of

FFIS. You will be introduced to the system, data flows, fundamentals, and how
to navigate within FFIS.

Audi ence This module is for individuals who:

Process accounting transactions
Research transactions and vendor records

Perform basic purchasing and disbursement transactions

o 0o 0o 0O

Perform periodic review of financial data in FFIS

Obj ecti ves Upon completion of this module, you should be able to:

Explain FFIS’s fundamental elements and process flow
Navigate in FFIS and utilize its features

Look up transactions on FFIS inquiry tables

o 0o 0o 0O

Look up information on FFIS reference tables
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I nt roducti on

Foundat i on
Fi nanci al

| nfor mati on
System

Dat abase

FFI'S Overvi ew

The Foundation Financial Information System (FFIS) is USDA’s customized
version of American Management Systems (AMS), Inc.’s FFS (Federal Financial
System), a commercial off-the-shelf (COTS) software package. FFS was
developed and subsequently implemented in 1985 to meet the financial
requirements of Federal agencies. FFS is currently in use at over 40 organizations,
including eight agencies within USDA (FS, FSIS, RMA, OCFO, APHIS, FSA,
NRCS, and RD). It is compliant with the mandates outlined in the Joint Financial
Management Improvement Program (JFMIP) and the CFO Act of 1990.

FFIS runs on a mainframe system, which is housed at the National Finance
Center (NFC) in New Orleans, Louisiana. It is a software package that is
designed to meet stringent budget and funds control needs, as well as complex
multi-fund accounting and reporting needs.

FFIS performs these primary functions:

[0 Maintains a standard general ledger from which a variety of external reports
can be produced

O Provides financial managers with timely and reliable information

ARS employees will access FFIS from their desktops through ARS’s
telecommunication network to the mainframe computer at NFC.

The FFIS database contains four major components:

0 Documents
O Tables
O Journals

0 Reports

Fundamental s of FFI'S: Final October 2001 ARS FFlI S—Syst em Overvi ew



FFI S Overvi ew, conti nued

Sof t war e The software is used to perform:

0 Table and document processing functions

O Offline accounting processes

00 System maintenance functions and reporting

Process The basic process of FFIS is as follows:
Step Acti on

1 Users enter financial transactions on docunents.

2 Informati on entered on docunments is processed and
mai nt ai ned.

3 Tabl es are updated with data entered on docunents.

4 Fi nancial activity entered on docunents is posted to
journal s.

5 Users generate reports fromthe information
mai ntained in tables and journals.

Exanpl e The following is a pictorial example of the fundamental FFIS elements and

process flow:

Four Features of FFIS

| DOCUMENTS | 1
TABLES

REPORTS

ARS FFlI S—System Overvi ew Fundanmentals of FFI'S: Final October 2001
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ARS FFlI S—System Overvi ew Fundanmental s of FFIS:

FFI' S Ter m nol ogy

To fully understand FFIS, you must begin learning the FFIS vocabulary used to

describe the various accounting elements.

The following table links current ARS terminology with the terms that are used

in FFIS.
ARS Term FFI'S Term Budget Level
Fund Fund Appropriation/
Apportionnent
Area/ Al | ocati on Hol der Di vi si on Al |l ocation
Location (4'" Level Mbde Organi zation Level N A
Code) 1
Lab/ Managenent Unit Organi zation Level N A
2
Management Unit Or gani zation Level N A
3
Managenent Program Code Al | ot ment

Uni t/ Accounti ng Code

hj ect d ass

Budget Obj ect Code

Subal | ot nent

Fi scal Year Budget Fiscal Year N A
(identifies
year(s) of
availability of
appropriation)
Fi scal Year Fi scal Year N A
(identifies year
i n which
accounting event
i s recorded)
Revenue Obj ect Code Revenue Source N A
Code
Linmt Code Reporting Category |[NA
Account Type Program Type N A
Proj ect Code Program d ass N A
Perform ng O ganization Sub BOC N A
Cat egory
Congressional District Sub Organi zation N A

Fi nal

Cct ober 2001
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Subsyst ens

I ntroduction FFIS is divided into components called subsystems. These subsystems group
financial or system functions. All subsystems are integrated.

E?gﬁg;?gs Each subsystem consists of a logical group of accounting “documents” and
associated edit and reference tables. FFIS performs standard functions across
all subsystems, including:

O Funds control and validation of accounting elements
O General Ledger postings
[0 Document cross-referencing
[0 Access controls via security profiles
O Transaction approvals (multi-level)
i;gsys" ems for The subsystems used in the ARS system are:

0 Budget Execution
[0 Spending
* Purchasing
» Accounts Payable
* Automated Disbursements
[0 Accounts Receivable
O General Ledger

These subsystems will be described in detail in subsequent training sessions.

ARS FFlI S—Syst em Overvi ew FFI S Subsystems: Final GCctober 2001 11



Subsyst ens, conti nued

I ntegration of These subsystems individually and collectively are integrated into the current

FFI'S ARS financial systems and processes. Some feeder systems are being
integrated into FFIS and will no longer be used at ARS. Many existing NFC
systems will continue to be used and will feed the necessary accounting
information into FFIS.

Among the departmental systems ARS will integrate into FFIS and which will
no longer be a part of ARS’s financial systems are the following:

[0 Corrections, Adjustments Manual Payment System (CAPS, non payroll)
Payroll portion of CAPS will still be used.

0 Imprest Fund (IMPF)

O Training Information System (TRAI)
Payment portion will no longer be used by ARS.

0 Miscellaneous Payments (MISC)
[0 Budget and Operating Plans Subsystem (PLAN)

ARS identified the following departmental systems for use with FFIS:

Federal Standard Requisitioning and Issue Procedures System (FEDS)
Federal Telecommunication Payments System (FTSP)

GSA Motor Pool System (MPOL)

Telephone Vendors System (TELE)

Utility Vendor System (UTVN)

Administrative Billings and Collections System (ABCO)

0

0

g

g

0

0

O Government Transportation System (GVTS)

[0 OPAC Tracking and Reconciliation System (OTRS)
O Payroll Accounting System (PACS)

O Personal Property System (PROP)

O Purchase Card Management System (PCMS)
O Purchase Order (PRCH)

O

Travel System (TRVL)

12 FFI S Subsystems: Final GCctober 2001 ARS FFlI S—System Overvi ew
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Subsyst ens, conti nued

O Purchasing System (PRCH)
O Transportation system (TRAN)
0 Travel System (TRVL)

0 Miscellaneous Income (MINC)

FFIS does not replace current feeder systems and processes, but is interfaced
with them to enhance and improve financial information management and
reporting. Detailed information on feeder systems and feeder system
interfaces is included in the SUSF Management module.

FFI S Subsystems: Final GCctober 2001 ARS FFlI S—System Overvi ew
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Federal business The following table describes the subsystems affected by Federal business
processes and processes:
FFI' S Subsyst ens
Federal Busi ness Process Subsyst em
Set up and execute budget Budget Execution

Ceneral Ledger

Conmit funds, Ooligate funds and pay Pur chasi ng
comerci al vendors and ot hers
Accounts Payabl e

Aut omat ed
Di sbursenents

Budget Execution

Ceneral Ledger

Account for debts owed to the ARS Accounts Recei vabl e
Budget Execution

Cener al Ledger

Report financial results and status Ceneral Ledger

for internal management and external )
report i ng Budget Executi on
Track and bill for Accounts Receivabl e

r ei mbur sabl e/ cooper ative agreenents )
Budget Execution

Ceneral Ledger

ARS FFlI S—Syst em Overvi ew FFI S Subsystems: Final GCctober 2001
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I nt roducti on

ARS FFlI S—Syst em Over vi ew

FFI' S Accounting Code C assification
Structure (ACCS)

Standard codes to represent accounting information are used throughout FFIS
on all tables, documents and reports. This section addresses the codes that are

used in FFIS to meet ARS Accounting Code Classification Structure (ACCS)
requirements. ACCS codes are loaded in FFIS general systems reference

tables. The tables loaded are:

O
O
0
0
O
O
0
O
O
0
0
O

Fiscal Year Table (FSYR)

Fund Table (FUND)

Fund Type Table (FTYP)

Division Table (DVSN)
Organization Table (ORGN)

Sub Organization Table (SORG)
Program Table (PGMT)

Budget Object Code Table (BOCT)
Sub Object Table (SOBJ)
Reporting Category Table (RPTG)
Revenue Source Table (RSRC)
Default Values Table (DVAL)

FFIS ACCS: Final GCctober 2001
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ACCS, conti nued

Fi scal year A fiscal year is identified in FFIS by the final two digits of the year. For
codi ng example, Fiscal Year 2002 is coded 02. There are two fields that contain fiscal
year designations: Fiscal Year (FY) and Budget Fiscal Year(s) (BFY).

[0 Fiscal Year - This data element is the year in which an accounting event
is recorded regardless of the appropriation.

F Each fiscal year is made up of 12 regular
- accounting periods — one for each month.
Beginning in October 01

and ending with September 12

Additional accounting periods are used
for year-end closings.

Beginning with period 13
Budget fi scal [0 Budget Fiscal Year(s) - Thisfour-position data element is used in
year coding association with an appropriation, or fund, and identifies the year(s) of

availability of the appropriation. The first two characters represent the
beginning BFY and the last two characters represent the ending BFY, if
required. For example, a single year appropriation authorized in 2002 is
represented as BFY 02 (this example leaves the last two positions blank). A
multi-year appropriation authorized in 2002 and ending in 2003 is
represented as BFY 02 03.

A fund in FFIS represents an appropriation
or a breakdown of an appropriation
(Treasury Symbol).

Definition

20 FFI S ACCS: Final October 2001 ARS FFlI S—Syst em Overvi ew



ACCS, conti nued

Fund codi ng Fund codes are used in FFIS for tracking appropriations. As stated in the
definition, fund codes may represent an entire appropriation or a part of an
appropriation. In fact, ARS has instances where multiple fund codes relate to
one appropriation or Treasury Symbol. See the fund table on the following

page.

The existing codes used to track appropriations have been translated into FFIS
fund codes. FFIS stores ARS fund codes in the Fund Table (FUND) using a
two-digit fund code.

v

= The FUND table defines codes for all
funds in FFIS.
ARS — Fund The following table lists ARS’s fund codes as they are coded on the Fund
codes Table (FUND) and the type of fund they represent as found on the Fund Type

Table (FTYP).

ARS FFlI S—Syst em Overvi ew FFI S ACCS: Final October 2001 21
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ACCS,

conti nued

ARS Fund Codes

Fund Description Fund Type Treasury Si ngl e,
Code Synbol Mul ti or
No Year
01 Di rect Appropriation Gener al 12_1400 Singl e
Year
02 Hazar dous Waste — Dept. Gener al 12X0500 No Year
Parent/ ARS Chi | d
07 Departnment Rental Gener al 12X0117 No Year
Paynent s
08 Rei mbur sabl e Rei nbursabl | 12_1400 Singl e
e Year
42 Transfer Money from Gener al 12X1400 No Year
USAI D for Col |l aborative
Resear ch
43 USAI D Transfer to ARS Gener al 12_/ 1400 Mul ti —
for Collaborative Year
Resear ch (2 years)
44 NAL W C Training Gener al 12X1400 No Year
51 Construction Fund Cener al 12X1400 No Year
53 Bui | di ngs and Gener al 12X1401 No Year
Facilities — ARS
Par ent / CSREES Chi | d
56 Land Sal e Recei pt Recei pt 125221 No Year
Account Account
57 APHI S Bui | di ngs and Gener al 12X1601 No Year
Facilities — APHI' S
Parent/ARS Child
63 Bui | di ngs and Gener al 12X1400 No Year
Facilities
68 Ceneral Fund Recei pt 123220 No Year
Proprietary Receipts Account
70 Fi ne, Penalties, and Recei pt 121010 No Year
Forfeitures Account
71 Forfeitures of Recei pt 121060 No Year
Uncl ai nmed Account
72 Ceneral Fund Recei pt 121435 No Year
Proprietary Interest Account
73 Letter of Credit Cl earing 12F3879 No Year
Suspense Account
74 Proceeds from Sal e of Recei pt 122624 No Year
Property Account

FFIS ACCS: Final Cctober 2001
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ACCS, conti nued
Fund Description Fund Type Treasury Si ngl e,
Code Synbol Mul ti or
No Year
84 Col I ect Cancel |l ed Recei pt 123200 No Year
Aut hority Account
87 Concessi on Fees and Trust 12X5279 No Year
Vol unt eer Services
88 Patent Cul ture Rei nbur sabl 12X1400 No Year
Col l ection e
89 Revocabl e Permits and Rei mbur sabl | 12X1400 No Year
Easenent Col | ections e
90 Budget d earing Account Deposi t 12F3885 No Year
(Federal) Suspense
91 Technol ogy Transfer Trust 12X8214 No Year
( CRADA)
92 Technol ogy Transfer and Trust 12X8214 No Year
Li censi ng Receipts
93 M scel | aneous Trust 12X8214 No Year
Contri buted Funds
94 Proceeds from Sal e of Deposi t 12F3845 No Year
Property Suspense
95 G fts & Bequests - Trust 12X8203 No Year
Dept. Parent/ARS Child
96 Budget d earing Account Deposi t 12F3875 No Year
(Forei gn) Suspense
97 Budget d earing Account Deposi t 12F3875 No Year
(Non- Feder al ) Suspense
98 Budget d earing Account Deposi t 12F3875 No Year
(BARD Departnent) Suspense
99 M scel | aneous Fi nes Recei pt 121099 No Year
Account
ARS FFlI S—Syst em Overvi ew FFI S ACCS: Final October 2001 23
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ACCS, conti nued

Below is an example of the FUND table screen:

FUND Tabl e Screen Exanpl e

ACTI ON: R TABLEI D: FUND USERI D: FRED
FUND REFERENCE TABLE
KEY | S BFYS, FUND
BFYS: 02 FUND: 01 FUND TYPE: G
NO YEAR I ND: N CARRYOVER IND: N
FUND NAME: SALARI ES AND EXPENSES
FUND CLASS: FUND CAT: G
AGENCY: 03
AGENCY LOCATI ON CCDE: 12 - 09 - 0300 BUREAU CODE:
ALLOW UNOBLI G EXPEND AGAI NST EXPI RED:
MEMO DEPRECI ATI ON TRANS TYPE:
RPT224 COLUWN | ND:

FUND GROUP:

*** | NTEREST ACCT ***

ORG PGMU

JOB NO RPTG CATG
**%* DI SCOUNT ACCT ***

ORG PGM

JOB NO RPTG CATG

BUDGET CATEGORY: A

TREASURY SYMBOL: 1221400
SHORT NAME: S&E

SUBCLASS ACCT IND. N

AGENCY NAME: AGRI CULTURAL RESEARCH SERVI CE

Y

B

BCC. 4310

BOC:

FFIS ACCS: Final Cctober 2001
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ACCS, conti nued

The following sections outline the available FFIS accounting dimensions and
the coding schemes that ARS will use for these fields.

Agency codes and contact information are stored in the Agency Reference
Table (AGCY). There is one code for ARS as shown in the table below:

ARS FFI S Agency Code

Agency Code Agency Name

03 Agricul tural Research Service

The following table illustrates the accounting dimensions and their
corresponding budget levels:

Budget Di mensi ons Budget Level
Agency Appropri ation/ Apporti onment
Area (Division in FFIS) Al |l ocation
Pr ogram Al | ot ment
Pr ogram and BOC Subal | ot ment

The FFIS Division represents the first level of the agency’s organizational
hierarchy. The division code:

Is equivalent to ARS areas
Is defined on the Division Reference Table (DVSN)

Is a 4-character field (ARS will use only 2 characters)

o o o 0O

Has a unique record made up of the combination of division and fiscal
year on the DVSN table

ARS will use the FFIS division code to identify each area/allocation holder.
The table below shows the division code values that will be used for the given
ARS areas/allocation holders in FFIS. In FFIS, the division is defined in the
Division Reference Table (DVSN) by Fiscal Year.

FFIS ACCS: Final GCctober 2001 25
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v

- The DVSN table defines codes, options
and controls by division.

The table below provides an example of the ARS FFIS division codes.

ARS FFI S Di vi si on Codes

Areal/ Al | ocati on Hol der

Proposed FFI S
Di vi si on Code

Facilities Division

FD

Reporting Section 4 at National Finance

R4

Pr ogr am Managenent

01

Speci al Projects

02

Adm ni strative and Fi nanci al Managenent

03

Sal ary Lapse

05

Beltsville Area Facilities

07

Transfer Account

09

Beltsville Area

12

North Atlantic Area

19

M dwest Area

36

I nternational Research Program

40

Paci fic West Area

53

Nort hern Pl ains Area

54

Sout hern Pl ains Area

62

M d South Area

64

South Atlantic Area

66

National Agricultural Library

82

Headquarters Hel d Funds

90

FFIS ACCS: Final Cctober 2001
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ACCS, conti nued

Below is an example of the DVSN table:

DVSN Tabl e Screen Exanpl e

ACTI ON: R TABLEI D: DVSN USERI D: FRED

DI VI SI ON REFERENCE TABLE

KEY IS FI SC YEAR, DI VI SI ON

01-
FI SC YEAR 02 DIVISION: 01 DI VI SI ON NAME: PROGRAM NMANAGEMENT
SHORT NAME: PM DI VI SI ON MANAGER:
ALLOT STATUS IND: N

OPTI ONS
ALLOT ORG N ALLOT PGV Y ALLOT BOC: N REV ORG N REV PGM N
APRV CODE: N  DECENTRAL TRVL ORDER: N  TRAVEL STATS REQD: N
02-
FI SC YEAR 02 DI VISION: 02 DI VI SI ON NAME: SPECI AL PRQJECTS
SHORT NAME: SPECI AL DI VI SI ON MANAGER:
ALLOT STATUS IND: N

OPTI ONS
ALLOT ORG N ALLOT PGV Y ALLOT BOC: N REV ORG N REV PGM N
APRV CODE: N  DECENTRAL TRVL ORDER: N  TRAVEL STATS REQD: N

ARS FFlI S—Syst em Overvi ew
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ACCS, conti nued

Organization represents the second level of the agency’s hierarchy. In FFIS
every organization:

Belongs to a division
May be used to further identify lower organizational levels.

Is a 7-position field

o 0o 0o 0O

Is assigned a code, which is found on the Organization Table (ORGN)

The table below defines the three organizational levels which may be used
below the division (area) level:

Organi zational Levels

Level Definition

1 ARS' s hi ghest organi zati onal |evel under an area/allocation
hol der. Organization level 1 is a location or HQ division
(4'" Level Mbde Code).

2 ARS uses a second organi zational level to distinguish a |ab,
or managenent unit (MJ).

3 ARS uses a third organi zational |evel to distinguish a
managenent unit (MJ).

When organization level 1 is a location,
F then a management unit (MU) is at the
™ organization level 2.

When a location has multiple labs, the
location is level 1, the laboratory is level
2, and the MU is level 3.

The highest organizational level under each area/Zallocation holder is the
location. In FFIS, this organizational level is represented by organization
codes, which are stored in the Organization Reference Table (ORGN) as Level
1 organizations. ARS will not use organization codes for distributing funds.
ARS will allot area allocations directly to programs and then suballot by
BOCs.

FFI S ACCS: Final October 2001 ARS FFlI S—Syst em Overvi ew
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The first two positions of the organization code represent the division
(areasallocation holder). The next five positions represent the different
organizations (locations, labs, and management units) under each area. (See
sample organization codes in charts below.)

The following charts show two examples of organizational structure, one for
part of an area and another for part of headquarters.

Sanpl e Organi zation Levels for an Area Location (Riverside, CA)

Area/Allocation Holder

(Division)

Location

(Organization Level 1)

Lab/
Management Unit

(Organization Level 2)

Management
Unit
(Organization
Level 3)

ARS FFlI S—Syst em Over vi ew

Paci fi c West
Ar ea

53

Ri versi de, CA

5310000

Location

Support Staff

5310010

US Salinity
Laborat ory

5310200

Nat i ona
d ona
Ger npl asm
Repo

Pl ant
Sci ences
Resear ch

COoO1TND1 N

O fice of
Laboratory
Di rector

5310201

Soi | Physics
& Pesticide
Resear ch

5310205

Soil & Water
Chem stry
Resear ch

5310215

FFI S ACCS:

Fi na

Cct ober 2001
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ACCS, conti nued

Sanpl e Organi zation Levels for a HQ Location (PPD)

. Admi ni strative & Financi al
Area/Allocation Holder Managenent ( HQ)

Division
( ) 03

Pr ocur ement
Location and Property

(Organization Level 1) Di vi si on

NnN217NNN

Contracts Pol i cy Branch Pr ocur enent
Management Unit Branch and Property
Organization Level 2 Branch
(Org ) 0317200

NnN2171NN NnN2172NN

v

The ORGN table defines codes, and
organizational relationships.

FFI S ACCS: Final October 2001 ARS FFlI S—Syst em Overvi ew
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ACCS, conti nued

Below is an exanple of the ORGN table:

ACTION: R TABLEID. ORGN USERID. FRED
ORGANI ZATI ON REFERENCE TABLE
KEY | S BFY, ORGANI ZATI ON

01-
BFY: 02 ORGANI ZATI ON: 0317100 DI VI SI ON:
ORG NAME: CONTRACTS BRANCH SHORT NAME:
ORG MANAGER LEVEL | ND:
PROGRAM APPROVAL: N ALLOT STATUS | ND:
ALLOTMENT ORG 0317000 REVENUE BUDCGET ORG
BUDGET/ COST ORG E DECENTRAL TRAVEL ORDER:

REPORTI NG CRGANI ZATI ONS

ORG 1: 0317000 ORG 2: ORG 3: ORG 4:
ORG 5: ORG 6: ORG 7: ORG 8

03

ARS FFlI S—Syst em Over vi ew
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Pr ogr am code

Account i ng

el enent s
derived from
pr ogram code

DVAL sanpl e
screen

Pr ogr am code
i s a budget
di mensi on

ACCS, conti nued

ARS will use program codes, which, when used in conjunction with a budget
fiscal year, acts as short hand codes for a more detailed accounting code.

Every program code:

O Isa9-position field
00 Is required on each spending document

[0 Is used for allotting funds

In FFIS, a spending document must always specify a program code and a
budget fiscal year. When a spending document is processed, additional
accounting elements are automatically filled in. These accounting elements
are: the budget fiscal year(s), the fund, the division (area), and the
organization (location). These derived elements are defined on the Default
Values Reference Table (DVAL). See example of the table below.

Sanpl e of Default Values Reference Table (DVAL)

ACTION: R TABLEID. DVAL USERI D. FRED
DEFAULT VALUES REFERENCE TABLE
KEY | S CODED ELEMENTS

o-  ------ CODED ELEMENTS ------
FISC YR 02 HL: L TRANS CCDE: TRANS TYPE:
BFYS: 02 FUND: D V: BUDGET ORG SUB:
COST ORG SUB: PGM 015310200 BOC/ SUB:
REV SRCE/ SUB: JOB: RPTG

————— DERI VED ELEMENTS -----

BFYS: 02 FUND:. 01 DI V. 53 BUDGET ORG SUB: 5310200
COST ORJ SUB: PGMU BOC/ SUB:

REV SRCE/ SUB: JOB: RPTG

GL ACCOUNT: OFFSET GL ACCOUNT: VENDOR:

Since ARS will record spending by program code, it must be designated as a
budget dimension on the FFIS budget tables.

FFI S ACCS: Final October 2001 ARS FFlI S—Syst em Over vi ew
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ACCS,

conti nued

The following tables compare the existing accounting code with the FFIS
accounting code.

The breakdown of ARS s current accounting code (CAS)

is as foll ows:

CAS Accounting Code

Posi tion Fi el d Nane Description
1 Fi scal Year
2-3 Fund Appropriation Code
4-7 4" Level Mde Code Organi zati on Code
8- 10 Account Number
11-14 Opt i onal
In FFI'S, the accounting code is a conbination of the Budget Fiscal
Year and the Program Code as broken down bel | ow
FFI'S Accounting Code
Posi tion Fi el d Nane Description
1 Budget Fiscal Year Last posi tion of year when funds
are appropriated
2 -3 Fund* 2-position fund code
4 — 7 = Location (4' Level
4 - 10 Pr ogr anr Mbde Code)
8 — 10 = Lab/ Managenent Unit
11-14 Reporting Category Limt Code, R&M etc.

* The FFIS Program Code is positions 2 — 10 (9 positions) of the FFIS
accounting code.

FFI S ACCS:
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Pr ogr am code
exanpl es

ACCS, conti nued

The following table provides examples of entries in the Program Reference
Table (PGMT). The following screen image shows an example of the PGMT.
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Program Code Tabl e Exanples from Pacific West Area

Budget Pr ogram Program Title Program Program Type
Fi scal Code Type Definition
Year (Account
Type)
Ri versi de Location
02 015310200 | U S. Salinity Lab 81 Di rect Research
02 015310201 | Soil Physics 81 Di rect Research
Resear ch
02 015310202 | Soi |l & Vater 81 Di rect Research
Cheni cal
02 015310203 | Pl ant Sci ence 81 Di rect Research
Resear ch
02 015310300 | Gernpl asm 81 Di rect Research
Resear ch
02 015310910 | Locati on Support 19 Locati on Support
02 015310920 | IR DI R USSL 19 Locati on Support
02 015310940 | Repair & 40 Repair &
Mai nt enance (R&M Mai nt enance
Account Speci al Fund
02 015310950 | R&M Ger npl asm 40 Repair &
Mai nt enance
Speci al Fund
02 085310081 | 53100810101 61 Rei nbur sabl e Type
1
02 085310257 | 53102570501 61 Rei mbur sabl e Type
1
02 085310322 | 53103220901 61 Rei mbur sabl e Type
1
02 085310339 | 53103390301 61 Rei mbur sabl e Type

1

West ern Regi onal Res

earch (exanples of s

hared research costs)

02 015325850 | Li brary Services 89 Shar ed Research
Cost

02 015325860 | Chenical Stock 89 Shar ed Research
Room Cost

02 015325970 | Conputer Services 89 Shar ed Research

Cost

ARS FFlI S—Syst em Overvi ew

FFI S ACCS:

Fi nal

Cct ober 2001

35



Program

Ref erence
Tabl e sanpl e
screen

Al | ot nent
i nformati on

36

ACCS, conti nued

Bel ow i s an exanpl e of the PGMI tabl

e:

ACTION: R TABLEID. PGMI USERI D. FRED
PROGRAM REFERENCE TABLE
KEY | S BUDGET FI SCAL YEAR, PROGRAM

BUDGET
FI SCAL PROGRAM  PROGRAM
YEAR PROGRAM CLASS  CATEGORY
01- 02 015310200
PROGRAM NAME: U S SALINITY LAB
02- 02 015310201
PROGRAM NAME: SO L PHYSI CS RES
03- 02 015310202
PROGRAM NAME: SO L & WATER CHEM
04- 02 015310203
PROGRAM NAME: PLANT SCI ENCE RES
05- 02 015310300
PROGRAM NAME: GERMPLASM RES
06- 02 015310910
PROGRAM NAME: LOCATI ON SUPPORT
07- 02 015310920

PROGRAM NAME: | R DI R USSL

PROGRAM PROGRAM  ALLOTMENT

TYPE

81

81

19

19

GROUP

PROGRAM
015310200
SHORT NAME

015310201
SHORT NAME:
015310202
SHORT NAME
015310203
SHORT NAME:
015310300
SHORT NAME
015310910
SHORT NAME:
015310920
SHORT NAME

Because ARS is using allotting to the Program Code, ARS will be able to view
budget and spending information based on Program Code by referring to the

Allotment Inquiry Table (ALLT).

FFIS ACCS: Final Cctober 2001
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ACCS, conti nued

FFIS Program Type equates to a type of account (e.g., indirect or direct

research). Program Types are defined on the Program Type Reference (PTYP)

Table. As an ACCS element, Program Types are inferred from the PGMT

table. An example of PTYP table is shown below.

Sanpl e of Program Type Reference Table (PTYP).

Program Type
Ref erence Tabl e
sanpl e screen

ACTION: R TABLEID: PTYP USERI D. FRED
PROGRAM TYPE REFERENCE TABLE
KEY | S BFY, PGM TYPE

BFY PGM TYPE

01- 02 02
02- 02 07
03- 02 08
04- 02 09
05- 02 10
06- 02 11
07- 02 13
08- 02 14
09- 02 15
10- 02 16
11- 02 17
12- 02 18
13- 02 19
14- 02 20
15- 02 21

PROGRAM TYPE NAME

ALLOTMENTS

HEADQUARTERS RELEASES

JO NT PRQIECT

I NDI RECT RES. BI OMETRI Cl AN UN
PROGRAM CENTRAL CHARGES
AGENCY CENTRAL CHARGES
AREA | NDI RECT RESEARCH
CENTER | NDI RECT RESEARCH
FACI LI TY COSTS

4TH LEVEL | NDI RECT RESEARCH
5TH LEVEL | NDI RECT RESEARCH
6TH LEVEL | NDI RECT RESEARCH
LOCATI ON SUPPORT

MANAGEMENT CENTRAL CHARGES
ADM NI STRATI VE MANANAGEMENT

IRC

AFM

ARS FFlI S—Syst em Overvi ew
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Program Cl ass

Program Cl ass
Ref erence Tabl e
sanpl e screen

ACCS, conti nued

Program Class will be used to group accounting codes for reporting purposes
such as for a major construction project. Program Class codes are inferred
data elements. Program Classes are defined on the PCLS Table. An example
of this table is shown below.

Sanpl e of Program Cl ass Reference Table (PCLS).

ACTION. S TABLEID. PCLS USERI D. FRED
PROGRAM CLASS REFERENCE TABLE
KEY | S BFY, PGM CLASS

BFY PGV CLASS PROGRAM CLASS NAME

01- 02 6204A

WESLACO LAB

WESLACO LAB

FFI S ACCS:

Fi nal

Cct ober 2001
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ACCS, conti nued

Use of Budget Object Classification Codes (BOC) will change little, if at all,
from the current use of these codes in the NFC Central Accounting System
(CAS). Asin CAS, BOC will consist of 4 digits. In FFIS, BOC will be used in
two contexts, to define budgetary authorizations and to define spending
against those budget authorizations. Budgets can be established for an
individual BOC or group of BOCs.

A spending document must always specify a BOC. For budgeting purposes
and for spending edits, each BOC wiill be linked to a specific budget BOC
(usually a broader object class of the same object code). Since ARS will record
spending by BOC, it must be designated as a budget dimension on the FFIS
budget tables.

The following table provides examples of entries in the Budget Object Code
Table (BOCT).

Budget Obj ect Code Tabl e Exanpl es

Fi sca Definition BOCT Entry Budget (BOC)
Yelar
02 Travel and Transportation 2100 2100
of Persons
02 Common Carrier — Domestic 2111 2100
02 Conmon Carrier- Foreign 2112 2100
02 Avi ation Fuel 2616 2600
02 ADP Equi prent - Mhf rm Cap 3124 3100
($5, 000)

FFIS provides two roll-up fields for BOCs, object class (three digits) and
federal object class (two digits). USDA is planning to use these fields to group
BOCs by major object class for reporting purposes. BOCT roll-up fields, 1099
flags and BOC posting flags will be set by the Associate Chief Financial
Officer for Financial Systems (ACFO-FS) Functional Team.
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ACCS, conti nued

Reporting Category is an additional element of the ACCS used to enhance
reporting capabilities for common categories across multiple accounting codes
at different organizational levels. (Examples: 10 Small Buildings; 4 % Repair
& Maintenance; Headhouse/Greenhouse; Hazardous Waste Disposal) The
reporting category is defined in the Reporting Category Reference Table
(RPTG) by budget fiscal year.

ARS currently uses standard object class codes in CAS to classify revenue
amounts accrued or collected. When recording accounting transactions in
FFIS for revenue billings, collections, or refunds, FFIS requires a revenue
source code and does not permit the entry of a Budget Object Code (BOC).
ARS’s revenue “object classes” will be stored in the FFIS revenue source code.
The revenue source code is qualified in the Revenue Source Code Reference
Table (RSRC) by budget fiscal year.

The Sub BOC field will be used to identify the category for organizations
performing extramural agreements.

The following table shows the sub object codes ARS will use in conjunction
with the BOCs that require a sub object code. The second table lists the BOCs
which require Sub BOCs

FFI S ACCS: Final October 2001 ARS FFlI S—Syst em Overvi ew
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conti nued

ARS Sub Obj ect Names and Codes (Perform ng Organizati on Categories)

Budget Sub Ohj ect Nane Sub hj ect Code
Fi scal (Perform ng Organi zation
Year Cat egory)

02 Cooperati ve Extension Service CO
02 Femal e Owned FO
02 O her Federal Research FR
02 1890 Land- Grant Col | ege HB
02 I ndi vi dual IN
02 1862 Land Grant Col | ege LG
02 M nority Owned MO
02 O her or
02 Private Non-Profit PN
02 Private for Profit PP
02 Private University or College PR
02 Public University or College PU
02 State Agricultural Research Stn. SA
02 Smal | Busi ness SB
02 State of Local Governmnent SL
02 Veterinary School of College VE

FFIS ACCS: Final GCctober 2001
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Sub obj ect The following table shows BOCs that require Sub BOCs.
codes required
wi th some BOCs

BOCs that Require Sub BCCs

Budget BOC Definition
Fi sca
Year
02 2554 Research Support Agreenents
02 4117 Grant Agreenents
02 4120 Research Grants
02 4140 Grants, Subsidies & Contributions to
I ndi vi dual s
02 4500 Speci al Paynents
02 4521 Speci fic Cooperative Agreenent with State
Institution
02 4522 Speci fic Cooperative Agreement with Local
Gover nnent
02 4523 Speci fic Cooperative Agreement with
Private Corporation / Institution
02 4531 General Cooperative Agreement with State
Institution
02 4533 General Cooperative Agreenent with Private

Corporation / Institution

Sub _ ARS will use the sub organization field to store congressional district codes
organi zation which will be automatically associated with all level 1 organizations.
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ACCS, conti nued

The following table crosswalks the relevant budget terms from the current
systems of ARS to the terms that are used in FFIS.

ARS — FFI'S Crosswal k

ARS Term FFI'S Term Budget Level
Fund Fund Appropriation/
Apportionment
Areal/ Al | ocati on Hol der Di vi si on Al |l ocati on

Location (4'" Level Mode Organi zation Level N A
Code) 1
Lab/ Managenent Unit Or gani zation Level N A
2
Managenent Unit Organi zation Level N A
3
Management Unit Program Code Al | ot ment

hj ect d ass

Budget Obj ect Code

Subal | ot nent

Fi scal Year Budget Fiscal Year N A
(identifies
year (s) of
availability of
appropriation)
Fi scal Year Fi scal Year N A
(identifies year
i n which
accounting event
is recorded)
Revenue Obj ect Code Revenue Source N A
Code
Limt Code Reporting Category [NA
Account Type Program Type N A
Proj ect Code Program d ass N A
Perform ng O ganization Sub BOC N A
Cat egory
Congressional District Sub Organi zation N A

FFIS ACCS: Final GCctober 2001
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System Login

I ntroduction Security access is designed to prevent unauthorized use of systems and
databases. For information about secure access, including user identification
numbers (user IDs), passwords, and obtaining access to a specific application,
contact your agency Security Administrator.

To access FFIS, you must:

O Have an authorized security clearance

[0 Use aterminal or personal computer that is connected through your
telecommunication network to the mainframe computer located at NFC

Logging in To login, connect to your telecommunication network to display the NFC
banner screen on your terminal. Then respond to the prompts as follows:

Pr ompt Acti on

ENTER USER | D: Key in your assigned NFC user |ID. Press Tab.

PASSWORD: Key in your password. Your password is not
di spl ayed on the screen. Press Enter.

ENTER APPLI CATI ON On the Menu Screen, type 2 (Financial

NAME COR SELECTI ON Informati on Systens) and press Enter.

NUMBER

ENTER SELECTI ON On the Financial Information Systens Screen,

type 16 (FFI'S Menu Avail able) and press Enter.

ENTER SELECTI ON On the next Financial Information Systens
Screen, type the nunber that corresponds with
CI CSP19 (the region for ARS s Production
Application) and press Enter. (The Training
Application was region Cl CSD9.)

ENTER SELECTI ON On the next Financial Information Systens
Screen, type the nunber that corresponds with
FFO3 (ARS Production Application) and press
Enter.

COVMAND On the USDA FFI S Banner Screen, type 1 (Table
I nqui ry/ Update). Press Tab.

USERI D Key in your assigned FFIS user ID. (This may be
different fromyour NFC user ID.) If |ogging
into FFIS for the first time, press Enter and
follow the pronpts, otherw se, Press Tab.

ARS FFlI S—System Overvi ew Logging into FFI'S: Final COctober 2001
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PASSWORD

Key in your password. Your
di spl ayed on the screen. Pr
logging into FFIS for the f
enter a password, just pres
the pronpts.

password i s not
ess Enter. |If

irst tinme, do not
s Enter and follow
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System Logi n, continued

Once you have connected to your telecommunication network, the first screen
you see is the NFC banner screen, as shown below:

== 07/07/01 SNX32702 T301 PBOO PF1=HELP ==
== NN NN FFFFFFFF (66666660 ==
== NNN - NN FFFFFFFF (66666660 ==
== NNNN - NN FF cC ==
== NN NN NN FFFFFFFF cC ==
== NN NNNN FFFFFFFF cC ==
== NN NNN FF (666666606 ==
== NN NN FF ccceeece ==

Nati onal Finance Center
Ofice of the Chief Financial Oficer
United States Departnent of Agriculture

== For Authorized Use Only ==
== ENTER USER ID = PASSWORD = NEW PASSWORD = ==

== ENTER APPLI CATI ON NAME = OR PRESS ENTER FOR MENU ==

The screen displays four fields: ENTER USER ID, PASSWORD, NEW
PASSWORD, and ENTER APPLICATION NAME OR PRESS ENTER FOR
MENU.

Pr onpt Acti on
ENTER USER | D Type NFC User |D.
PASSWORD Type password. Press Enter.

Logging into FFI'S: Final COctober 2001
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Menu screen

System Logi n, continued

Once you have keyed in your user ID and password, the next screen you see is
the Menu screen, as shown below. Selections for ARS are highlighted:

== 07/07/01 SNX32702 MENU for FV172 T301 PBOO 13:14:55 CT ==

== SELECT ONE ==

PAYROLL/ PERSONNEL SYSTEMS ==
FI NANCI AL | NFORVATI ON SYSTEMS ==
PROPERTY MANAGEMENT | NFORVATI ON SYSTEMS ==
ADM NI STRATI VE | NFORVATI ON SYSTEMS ==
DEVELOPMENT SYSTEMS <NFC ONLY> ==
DATA BASE TEST SYSTEMS <NFC ONLY> ==
M SSI ON ASSI GNMVENT TRACKI NG SYSTEM <GAO ONLY> ==
. DI RECTI VES BULLETI N BOARD ==
== ENTER APPLI CATI ON NAME COR SELECTI ON NUMBER ==> 2 PF11 = EXIT ==

NGO~ ONE

== MESSAGE BOARD ==

The screen displays one field: ENTER APPLICATION NAME OR SELECTION
NUMBER.

Pr ompt Acti on

ENTER APPLI CATI ON
NAME CR SELECTI ON
NUMBER

Type 2. Press Enter.
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System Logi n, continued

The next screen you see is the Financial Information Systems screen, as shown
below:

== 07/ 07/ 01 T301 PBOO 13:15:43 CT ==
== FI NANCI AL | NFORVATI ON SYSTEMS ==

ENTRY- | NQUI RY SYSTEMS ==

== 1. CADI AVAI LABLE Il. REPORTI NG SYSTEMS ==
== 2. BLCO AVAI LABLE 12. FOCUSRPT  AVAI LABLE ==
== 3. FAADS AVAI LABLE 13. BATCHFOC  AVAI LABLE ==
== 4. MASC AVAI LABLE I, UTILITIES ==
== 5. MASCVAL AVAI LABLE 14. | SPF AVAI LABLE ==
== 6. GLID AVAI LABLE 15. VPSPRINT  AVAI LABLE ==
== 7. PLAN AVAI LABLE I'V. FFI'S SYSTEMS ==
== 8. DFIS AVAI LABLE 16. FFI'S MENU AVAI LABLE ==
== 9. TPIR AVAI LABLE V. DATA WAREHOUSE ==
== 10. ABCO NQ AVAI LABLE 17. CETR AVAI LABLE ==
== 11. FREL AVAI LABLE 18. FUTURE ==
== 19. FUTURE ==
== 20. RPST AVAI LABLE ==
== PF1 = HELP PF3 = NFCMENU ENTER SELECTION 1-20 ==> 16 PF11 = EXIT ==
The screen displays one field: ENTER SELECTION.

Pr ompt Acti on
ENTER SELECTI ON Type 16. Press Enter.
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System Logi n, continued

The next two screens that you will see are two Financial Information Systems
screens, as shown below:

== 10/ 26/ 01 FF300344 12:33:51 CT ==
== FI NANCI AL | NFORVATI ON SYSTEMS ==

== I'V.  FOUNDATI ON FI NANCI AL | NFORVATI ON SYSTEMS ==

== 1. CICSD9 AVAI LABLE 9. CICSP19 AVAI LABLE ==

== 2. CICSP11 AVAI LABLE 10. CICSP21 AVAI LABLE ==
== 3. CCSP12 AVAI LABLE 11. CCSQ5 AVAI LABLE ==
== 4. ClICSP14 AVAI LABLE 12. CICSQB6 AVAI LABLE ==
== 5. CCSP15 AVAI LABLE 13. CICSQ67 AVAI LABLE ==
== 6. CICSP16 AVAI LABLE 14. CI CST85 AVAI LABLE ==
== 7. CICSP17 AVAI LABLE 15. CICST86 AVAI LABLE ==
== 8. CICSP18 AVAI LABLE ==

== PF1 = HELP PF3 = NFCMENU ENTER SELECTION 1-15 ==> 9 PF11 = EXIT ==

The screen displays one field: ENTER SELECTION

Pr ompt Acti on

ENTER SELECTI ON Type the nunber that corresponds with Cl CSP19
(the region for ARS s Producti on Application).

Press Enter.

At the tinme this Learners’ Guide was updated,
the correspondi ng nunber was 9. However, the
sel ections on this screen change fromtine to
time.
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System Logi n, continued

Fi nanci al == 10/ 26/ 01 FF300344 12:35:38 CT ==

I nformation == FI NANCI AL | NFORMATI ON SYSTEMS ==

Systens screen == ==
== Cl CSP19 ==
== 1. FFO03- ARS AVAI LABLE ==
== 2. FF18-ERS AVAI LABLE ==
== 3. FF20- NASS AVAI LABLE ==
== 4. FF22- CSREES AVAI LABLE ==
== PF1 = HELP PF3 = NFCMENU ENTER SELECTION 1-4 ==> 1 PF11 = EXIT ==

The screen displays one field: ENTER SELECTION

Pr onpt Acti on
ENTER SELECTI ON Type the nunber that corresponds with FFO3 -
ARS (ARS Production Application). Press
Enter.

At the time this Learners’ Guide was updated,
t he correspondi ng nunber was 1.
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USDA FFI S

banner

Screen

System Logi n, continued

Once you are in the appropriate application, the next screen you see is the USDA
FFIS banner screen, as shown below:

If you are entering FFIS for the first time,
skip the instructions on this page and follow
the instructions on the next page.

**\ **\ ******\ *******\ ****\ ********\ ********\ ******\ ******\
**\ **\ ********\ ********\ ******\ ********\ ********\ ******\ ********\
*x\ e e N N N Bl WA T B B B A W R B Bl FEULLLALL AN FEVLL FFLLL R
* %\ LEA A IR EEEAY LEA A * %\ * %\ * %\ * %\ * %\ \\
**\ **\ *******\ **\ **\ ********\ * ******\ ******\ **\ *******\
**\ **\ *******\ **\ **\ ********\ * ******\ ******\ **\ *******\
*x\ *x\ AR AR T e W R R N Rl AR RN AR RN *\ IRRRSAA
* %\ LE AN EA LEA A LEA A * %\ * %\ * %\ * %\ * %\ * %\

******\\ ********\ ********\ **\ **\ **\ **\ ******\ ********\
*****\ ******\\ *******\\ **\ **\ **\ **\ ******\ ******\\
(AR IRRRAR IARRRRN \\ \\ \\ \\ IRRRAN IRRRAN

THI'S COMMERCI AL SOFTWARE | S DELI VERED W TH RESTRI CTED RI GHTS TO THE
GOVERNMENT, USE, REPRODUCTI ON, OR DI SCLOSURE |'S SUBJECT TO THE
RESTRI CTI ONS SET FORTH I N THE FAR, DFAR, OR OTHER LI CENSE
REFERENCED | N THE CONTRACT.

SELECT BY NUMBER: 1. TABLE | NQUI RY/ UPDATE ( MTl)

X EXIT
COMVAND:
USERI D: PASSWORD:
NEW PASSVORD: VER! FI CATI ON:

The screen displays five fields: COMMAND, USERID, PASSWORD, NEW
PASSWORD, and VERIFICATION.

Pr onpt Acti on
COVMAND Type 1 (for Table Inquiry/Update) to go to a
table screen in FFIS. Press Tab.
USERI D Type FFI'S User ID.
PASSWORD Type password. Press Enter.
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Logging in for
the first tine

System Logi n, continued

If you are entering FFIS for the first time you will be prompted to enter a new
password in the NEW PASSWORD and VERIFICATION fields as shown
below.

* % * % * ok kkkKk *kkkkkk * ok ok Kk kkkkkkkk kkkkkkkKx * ok ok ok ok Kk * ok kkk Kk
\ \ \ \ \ \ \ \ \

* %\ LA LR R ANE L LR * KKk kK| LR AR AN E L L R AN LR L AN LR LR

**\ ot Wl U T T ol WA T T U Wl Wl W B R R FELLLLLAL ¥ AR R TR R R

**\ **\ **\ \\ **\ **\ **\ **\ **\ **\ **\ **\ \\
**\ **\ *******\ **\ **\ ********\ * ******\ ******\ **\ *******\
**\ **\ *******\ **\ **\ ********\ * ******\ ******\ **\ *******\
A N RN T RN A R R SRR RN * VWAL xEy
**\ **\ **\ **\ **\ **\ **\ **\ **\ **\ **\ **\ **\
******\\ ********\ ********\ **\ **\ **\ **\ ******\ ********\

*****\ ******\\ *******\\ **\ **\ **\ **\ ******\ ******\\

AN SR RS R R N S S S A SN \\ DL

TH S COWERCI AL SOFTWARE | S DELI VERED W TH RESTRI CTED RI GHTS TO THE
GOVERNMENT, USE, REPRCDUCTI ON, OR DI SCLOSURE |'S SUBJECT TO THE
RESTRI CTI ONS SET FORTH I N THE FAR, DFAR, OR OTHER LI CENSE
REFERENCED | N THE CONTRACT.

SELECT BY NUMBER: 1. TABLE | NQUI RY/ UPDATE ( MTl)

X EXIT
COMVAND: 1
USERI D. FREDUSER PASSWORD:
NEW PASSWORD: VERI FI CATI ON:
FE-*FEO6 ENTER NEW PASSWORD FE-*FEQ7 ENTER PASSWORD | N VERI FI CATI ON

ARS FFlI S—System Overvi ew

The screen sample above and the instructions below are only for logging in to
FFIS for the first time.

Pr ompt Acti on

COVMAND Type 1 (for Table Inquiry/Update) to go to a
table screen in FFIS. Press Tab.

USERI D Type FFIS User ID. (Do not enter a password
yet.) Press Enter.

(At the bottom of the screen you will get a
pronpt to ENTER NEW PASSWORD and ENTER PASSWORD
I N VERI FI CATI ON. )

NEW PASSWORD Tab to NEW PASSWORD and type a password.

(Must be eight al phanuneric characters.)

VERI FI CATI ON Type password again. Press Enter.

Logging into FFI'S: Final COctober 2001
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System Login

Af t er

In FFIS, you perform two main functions:

I nt roducti on

00 Move from table to table

Input and review documents

O

Once you have logged into the system, the first screen you see is the FFIS Title

Screen, as shown below:

Title screen

ACTION: N TABLEID. SUSF USERI D. FRED

s Tttt cttooooooto
T —— soooooooooooo-
~ IIZ__  IIIIIz —TIII:
» CIITIT__IIItIIz oI
> sooooooooooo- IoTIs
¢ . "TIIIIIIIIIz Do
e --oooo-- Doooooos
a— T -ooooo--
<@oIis -ooo--
@Dt L
0 m Tooooo Tooo
z{oIDc DI
R b ——
E T e
w m et
€ mmooooomoooooo-
- e e
< w i --oooooooooo
oeSoooo L mmoIDoIs
w m -oooo- o TToo. mtIo
oFoItt IDIIIo
w IIITz o TIoIIs
W TIIITITooTIoIIs
T
T mmooooooIooIooo
- ---oooooIoIDoI:

OR DI SCLOSURE | S SUBJECT TO THE RESTRI CTI ONS SET

OR OTHER LI CENSE PROVI SI ONS REFERENCED | N THE CONTRACT.

REPRODUCTI ON,

DFAR,

USE,

TH S COMMVERCI AL COVPUTER SCFTWARE | S DELI VERED W TH RESTRI CTED RI GHTS TO THE

FORTH IN THE FAR,

GOVERNMENT,

DI VI SI ON MESSAGES

)

(

GENERAL MESSAGES

)

MAI N MENU (

)

(

TYPE AN "X" NEXT TO THE OPTION YOU W SH TO PERFORM

The screen displays three fields: ACTION, TABLEID, and USERID.

[}
o+~
5]
2
>
]
c
]
]
©
(B}
[%2]
-]
[<H)
-
4
[%2]
D
©
o
o
c
o
b=
(&)
<

within and between tables.
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After System Login, continued

Principal keys You use these important keys on your keyboard to move in and around the

system. The typical keys used are shown below.

Tab Tab Key — Moves cursor forward between fields
Sy
Shift Tab

+

Shift + Tab Key — Moves cursor
backward between fields

Home Key — Returns the cursor to the beginning of the first
field of the screen

5
: =

* Arrow Keys — Moves cursor from character to
character

v |~

Enter
€ Ent er Key — Processes the data that has been entered

HE

The keys you use may be different.
If so, check with your IT staff to
identify equivalent keys on your
keyboard.

E
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After System Login,

conti nued

You should not use your mouse to

navigate through the screen. Use the
tab key to move from field to field.

Logging into FFIS:

Final COctober 2001
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Docunent s

In FFIS, documents are records that contain information for a specific type of

financial transaction.

A document is a series of screens
used to enter the batch, summary,
and detail data associated with a
transaction or series of transactions.

Each document;

o o o o o o 0O

Contains a header screen

Contains at least one line screen

May have up to 999 lines of information

Is temporarily stored on a separate database file (SUSF)
Updates various tables and journals, when processed
Has a unique document ID (DOCID)

Has a life cycle

Docunments: Final October 2001
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Docunents, conti nued

Docunment header All FFIS documents have common elements, as shown in the header and line
screen screens below:
[ (a) COVMAND ] [ (b) Docunent | D]
(c) V= N
[
COMMND:  APPROVE DOC DO D PV 64  533K1521403 06/ 06/ 01 18:54: 14
N STATUS: PENDL BATI D: 4 SEC2:
(d) Batch ID ns
PAYMENT VOUCHER DOCUNMENT
~ PV DATE: ACCTG PD: BUDGET FY: FUND: \
ACTI ON: TRANS TYPE: 01 PROVPT PAY TYPE: PV TYPE:
SCHED PYMI DATE: DESCR: D.Q FA | ND:
REF DOC #: 64 533K1521403 ACCP/ DEL DATE:
VENDOR | NV #: SEF00021 I NV DATE: LOG DATE:
FY: SCHEDULE CAT: T SCHEDULE TYP: SCHEDULE NUMBER:
PAYMENT CAT: V OFFSET ELIG BILITY: Y (f)
VENDOR CODE: 926000185 A DOCUMENT TOTAL: 1000. 00 Dat a
NAVE: DEPT OF LABOR AGREEMENT #: Area

HOLDBACK TOT:

ADDRESS1: ATTN: DONNA ADAMS
: PMI' SEQUENCE #:

2: P O BOX 21149

3. JUNEAU AK 998021149 I NT REASON.

CHECK TYPE: AGENCY HEAD APPROVAL.: DI SC LOST REASON:

DI SCOUNT % [ AMOUNT: DAYS:

DI SCOUNT % [ AMOUNT: DAYS:

DI SCOUNT % / AMOUNT: DAYS:
COMMENTS TO PRI NT: )

(e) System &

Error Messages H - *S401- READY FOR APPROVAL 1

The header screen is the summary
section of a document, which captures
information common to the entire
transaction.
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Docunents, conti nued

Fields and data areas on the document header screen are described below:

Field Description
(a) COMVAND Specifies a desired action, e.g., NEW to create
( COVMND) a new docunent.
(b) Docurent ID Uni quely identifies a docunment in FFIS
( DOCI D)
(c) STATUS Di spl ays the current status of a batch or
docunent :
* Accept ed
* Rej ected
* Pendi ng
e Held
e Del eted
« Schedul ed
(d) Batch ID Uniquely identifies a batch in FFIS. Batch is
( BATI D) expl ai ned in the Spendi ng nodul e.
(e) System & Di spl ays system messages, warni ngs, and errors
Error Messages at the bottom of the docunent
(f) Data Area Consists of fields for entering and di splaying
data in the larger part of a document screen
Specific actions for the COMMND
field will be addressed in the
Navigating through Documents topic in
this module.
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Docunent |ine The following is an example of a line screen:
screen (g) Lines Shown
(a) COMVAND (b) Docurnent Numnber of
g \
(c) STATUS v { \
COVVND: poa D IPY 64  533K1521403 06/ 06/ 01 18:59: 35
\ STATUS: PEND1 BATI D: SEC2: 001-001 OF 002
e 01-
(d) Doc LINE et || NE # 001 TRANS TYPE: 01 LI NE TYPE: \
L REF DOC #: ML 533K1521403 REF LINE: 001
b DEL/ ACCP DATE: LOG DATE:
Bat ch 1D ) VENDOR | NV #/ LI NE: I NV DATE:
(e) Batc J BEY 02 FUND: 01 BUDGET ORG SUB: 6402300
_ COST ORG SUB: PROGRAM 016402300 BOC/ SUB: 2523
RPTG JOB: REV SRCE/ SUB:
GL ACCOUNT: CLOSED BFYS: CLOSED FUND:
AVOUNT:  500. 00 /D PIF: F
QUANTI TY: ADV: I NT REASON:
DESCRI PTION: J. SM TH DI SC LOST REASON:
RELATED GBL: OUTS REF AM: 500. 00
DI SCOUNT % /' AMOUNT: DAYS:
DI SCOUNT % /' AMOUNT: DAYS:
DI SCOUNT % /' AMOUNT: DAYS: J
(f) System &
Error Messages P>
J

The line screen is the detail section of a
document that captures accounting and
other information. Document lines are also
referred to as detail lines or accounting
lines.
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conti nued

Docunent |ine
fields

Fields and data areas on the document line screens are described below:

Fi el d/ Dat a

Descri ption

(a)

COMVAND

( COMWND)

Specifies a desired action, e.g., NEW to create
a new docunent.

(b)

Docurnent 1D

(DOCI D)

Uni quely identifies a docunment in FFIS

(c)

STATUS

Di spl ays the current status of a batch or
docunent

* Accept ed
* Rej ected
* Pendi ng
e Hel d

e Del et ed

Schedul ed

(d)

Doc LINE #

Identifies the Iine nunber(s) of the line(s)
shown in the data area, relative to other
docunent |ines

(e)

Batch ID

( BATI D)

Uniquely identifies a batch in FFIS. Batch is
expl ai ned in the Spendi ng nodul e.

()
Err

System &
or Messages

Di spl ays system messages, warni ngs, and errors
at the bottom of the docunent

(9)

Li nes Shown

of Total Lines

Identifies the |ines shown on the screen
relative to the total nunber of lines in the
docunent .

001- 001 of 002 neans you are seeing line 1 — 1
of atotal of 2 lines. 1In this exanple, only
one line fits on the screen.

004- 006 of 006 woul d nean you are seeing lines 4
- 6 of atotal of 6 lines.

(h)

Data Area

Consists of fields for entering and di splaying
data in the larger part of a document screen

Specific actions for the COMMND
field will be addressed in the
Navigating through Documents topic in
this module.
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Docunents, conti nued

Every document entered in FFIS:

0 Has adocument ID made up of three components:
» Transaction code
« SEC 1 Code (DVSN)
*  Document number (Up to an 11-digit alphanumeric unique number)

O Isassigned a document ID by the user, or is system-generated if it comes into
FFIS through a feeder system

All ARS documents directly entered into FFIS will have a user-entered document
ID, except for Standard Vouchers, for which the user will prompt FFIS for a
system-generated number.

The following table provides examples of document IDs:

Transacti on Code Secl Code Docurent Nunber
spaces included for
effect only
AA/ PA 01 2 01 01 A
(Appropriation/ Apportio
nment )
BE (Al l ocation) 01 2 01 03 A
BL (Al ot ment) 64 2 01 6402 03 A
SA (Subal | ot nent) 64 2 T 6402100 01
RQ (Commi tment), MO 64 TRN 6402 2 001
(oligation), PV
(Paynent)
for m scell aneous
spendi ng
SV (Standard Voucher) 64 6402 0000001
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Docunents, conti nued

The transaction code:

O Is atwo-character code that identifies the type of document or transaction

O Determines which document screens are used and, in turn, what data is
captured for a particular transaction

[0 Can be used for security purposes to grant users specific processing
privileges for different types of documents
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Docunent life As a document is being processed, it steps through a life cycle. During
cycle processing, FFIS subjects the document to a series of edits, or validation steps,
depending on the type of document and the information entered.

The following is the life cycle of a document that passes all edits and does not
require approval:

Schedul ed
and Run

O M0 M0

The life cycle of a document that does not pass all edits the first time:

Edite Accepte
~A ~A

New Edite Rej ecte Correct Accept e
A A ed and

O0 @0 @] 1] [e

The life cycle of a document that requires approval and passes all edits:

_ Appr oved,
New Edi te Pendi ng Schedul ed Accept e
Approva & Run -

O0m0 00 &0
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Docunents, conti nued

Documents process through two edits or passes:

Edit Document (PASS 1)

Updat e/ Run (PASS 2)

Docunent command of E
Funds availability is checked

Data is edited against FFI S
reference tables

I f docunent passes all edits, it
is stored on SUSF with a status
of ‘SCHED (schedul ed) or
“PEND1’ (pendi ng approval)

I f docunent does not pass edits,
it is stored on SUSF with a
status of ‘REIJCT' (rejected)

Docunent can al so be placed on
Hol d or Del eted

Docunment command of R
Funds availability is checked

Data is edited against FFI'S
reference tables

Document is stored on SUSF with a
status of ‘ACCPT' (accepted)

Header and line records are
created on the correspondi ng
inquiry tables

Al | ows
nodi fi cati ons/cancellations with
a batch while it resides on SUSF

Docunments: Final GOctober 2001
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Navi gati ng through Docunents

Whereas tables require action codes, FFIS documents require commands in order

to process transactions. The following tables contain a list of the document

commands and their functions:

Conmmon Acti on Perfornmed
Docunent
Commands
E Edits a docunent
<ENTER> Moves the user to the line screen, or to the
next line, if already on a |line screen
NEW A new docunent screen appears

P <TABLE NAME>

Pauses to a specified table. Use E to return
froma pause back to the docunent

R Runs/ processes a docunent

Z Hol ds a user’'s place on a specific record in
a table, allowing the user to nove to other
tables. Users are allowed up to five zoons
before the systemw |l require the user to
enter an E to go back to the tables put on
hol d.

< Back — the preceding screen will be displayed

Docunents: Final October 2001
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Navi gati ng t hrough Docunents,

Addi ti onal Acti on Perforned
Docunent
Commands
A Approves a docunent w th status of PENDn,
where n=1-5 approval level. This action code
may only be used by those w th proper
aut hority.
B or BD Moves the user to the last screen in the
docurment (Bottom of Documnent)
DELETE DOC Del etes the docunent
DL Del etes a |ine of the docunent
EB Edits a batched group of docunents
HOLD DOC Hol ds the docunent and prevents it from being
processed by the offline process
IL Inserts a new line in the docunment
RB Runs/ processes a batched group of documents
SAVE Saves the current docunent

SCHEDULE DCC

Schedul es a docunent for processing after it
has been hel d

T or TD

Moves the user fromthe line screen back to
the header screen (Top of Docunent)

UNDELETE DOC

Undel etes a docunment that was inadvertently
del et ed

Docunent s:

Final October 2001

conti nued
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Navi gati ng t hrough Docunents, conti nued

Once you begin to create a document and start the edit process, the document is
assigned one of the following status codes:

Code Definition

ACCPT | Accepted—bocunent is accepted.

REJCT | Rej ected—bBocunent is rejected. 1t will not be processed
until corrections are nade and the docunment passes the edit
phase.

SCHED | Schedul ed—bocunent wi ||l be picked up by the offline
processing utility or manually run.

HELD Hel d—bocurent is being held by a user. It cannot be
processed by either the offline utility or online until it
is returned to schedul ed status.

DELET | Del et ed—bocunent has been del et ed.

PENDn | Pendi ng—bocunent is held, pending the next |evel of approval
aut hority.

(n=1-

5)
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Error Messages and Error Qi de
(ERRG) Tabl e

I ntroduction While processing documents in FFIS, you will encounter errors. The error
message appears at the bottom of the screen.

Types of errors The last character of the error code

associated with the message defines
the type of error.

The table below explains the three types of errors in FFIS:

Error Definition
\WAr ni ng Advi ses you of situations, which may need further
Error attention. These errors do not prevent you from
conpl eting the processing of the docunent (accepted
w status). The last character of the code associated with

t he nessage is always W

Overrideab | Advises you of situations requiring special attention.

le Error These errors do prevent you from processing
successfully. An individual with the proper authority
o may override the error, allow ng the docunent to be

conpl eted and accepted. The last character of the code
associ ated with an overrideabl e error nessage is al ways

]
Hard Error | Indicates that something is wong (e.g., an invalid code
was entered or a required field was left blank). These
E nessages do prevent you from processing successfully.

In receiving this error nessage, you nust correct the
problemor the docunent will be rejected. The | ast
character of the code associated with a hard error
nessage i s always E.
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Error Messages and Error CGui de (ERRG
Tabl e, conti nued

Accessing ERRG A complete list of warnings and error messages is maintained online in the Error
Guide Table (ERRG). The ERRG table displays an explanation for each error and
suggestions for resolving the problem.

To resolve errors, you access the ERRG table by following the steps below:

Step Action

1 Arrow down to the System Message Line so that the
cursor is on the error nessage.

2 Press Enter.

The ERRG table is displayed.
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ERRG t abl e
screen

Error Messag
Tabl e, conti

es and Error Cuide (ERRG
nued

The following screen depicts the error code that is displayed in the document
system message, a title for the error, the explanation of what the error is, and a
solution to resolve the error:

[ ERROR MESSAGE

[ Error

[ Resol uti on

]
g
>

78

ACTION: R TABLEID:. ERR(

* % %

USERI D. FRED
FRROR GUI DE | NQUI RY TABLE ***

KEY | S ERROR CCDE

ERROR CODE: AAOQlE ERROR MESSAGCE: | NVALI D APPROPRI ATI ON | ND

PRCBLEM

THE APPROPRI ATI ON | NDI CATOR ENTERED | S NOT VALI D.

SOLUTI ON:

THE VALI D VALUES FOR THE APPROPRI ATION I NDI CATOR ARE 'L', 'T", 'R, AND

BLANK.

Docunents: Final
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Tabl es

I ntroduction Tables in FFIS are groupings of functionally-related records. For example, the
Vendor Table (VEND) contains records for all vendors defined in the system.

Exanpl e The Receivable Header Inquiry Table (ARHT) screen is an example of a typical
table in FFIS:

[ 1. Action ]——}
[ 3. Key Line ]/vf

[ 4. Table ]_<

[ 5. System ]—>

ACTION. S TABLEID: ARHT USERID. FRED

*** RECE| VABLE HEADER | NQUI RY TABLE 4—[ 2. Table Nane ]I

KEY IS TRANS CODE, DOC NUM

TRANS CCODE: DOC NUM DOC TYPE:
DOCUNMENT DATE: COMVENTS:
PAYER CODE/ NAME:
ADDRESS:
CTY: STATE: ZI P: -
COLL DUE DATE: LAST Bl LL DATE/ AM: /
PRI NT BI LL: Bl LL PRI NT DATE: Bl LLED AM:
I NT RATE: I NT APPLY DATE: | NTEREST AM:
TEXT TYPE: ADM CHGS APPLY DATE: ADM CHGS AM:
WAl VER FLAG PEN APPLY DATE: PENALTY AM:
DUNNI NG COUNT: LAST DUN DATE: TOTAL AMT:
OVERDUE STATUS: OVERDUE DATE: COLLECTED AM:
WRI TE- OFF FLAG VWRI TE- OFF DATE: AGREEMENT NUM

VRl TE- OFF REASON: VWRI TE- OFF AM:
DOC CLOSI NG DATE:
OVERPAYMENT CAUSE:

01-*L008 END OF FILE

CASE H STORY FLAG
CLOSED DOCUMENT  AM:
REPRI NT Bl LL AMT:

01-*L004 LI NE NOT FOUND

ARS FFlI S—System Overvi ew
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Tabl e el enents The elements of a table in FFIS are:
El enment Descri ption
1. Action The first line of a table. It contains two fields
Li ne whi ch require data:

ACTION — Enter an action code to direct the systemto
where you want to go, or what you want to do. (Pl ease
refer to the Navigating through Tables topic in this
nodul e for a conplete list of table action codes.)

TABLEI D — Enter a four-character identifier to

di splay a new table or display the table currently in
use. (Please refer to Appendix E: Acronyns for a
list of acronyns used in this nodule.)

(Note: The third field, USERID, defaults to the
first four characters of the user’'s FFIS user ID.
This field should not be changed.)

2. Table The second line of a table. It displays the title of
Name Line the table you are currently in.

3. Key Line The key line displays inportant (key) fields of the
table. These are the fields that the user can search

on.

4. Table Basi ¢ informati on about the table or transactions on
Dat a the table.

5. System At the bottom portion of each FFI'S screen are system
Messages nessages. Messages have three parts: tag, nmessage

code and nessage text.

Specific actions for ACTI ON field will
be addressed in the Navigation
section. (Please refer to the
Navigating through Tables topic in this
module for a complete list of table
action codes.)
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Types In FFIS, there are three types of tables:

00 Reference tables
O Inquiry tables

[0 Data entry tables

The following sections address each of these table types. Please refer to Appendix
A: Acronyms for a list of acronyms described in this module.
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Exanpl e
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Ref erence Tabl es

FFIS reference tables supply general information for use on documents by
defining valid data elements. Reference tables:

0 Maintain reference data in FFIS

[0 Maintain system options in FFIS

[0 List valid codes and values used by the system for editing or control

purposes

Reference table settings may only be
changed by your Functional
Administrator.

The Budget Object Code Table (BOCT) defines budget object codes for financial

transactions:

ACTI ON: R TABLEI D:
BUDGET OBJECT CODE
KEY | S BFY, BUDGET

BOCT USERI D: FRED
REFERENCE TABLE
OBJECT CODE

BUDGET FED BOC SUB
OBJECT (OBJ 0OBJ PS BOC 1099 BUDG TRVL BUDG BUDG
BFY CODE CLS CLS IND IND IND TYPE FLAG FLAG BOC
01- 00 CONV N N N B N Y CONV
NAME: BOC FOR CONVERSI ON ONLY SHORT: M SC
02- 00 0210 N N N B N Y 0210
NAME: M SCELLANEQUS SHORT: M SC
03- 00 10 10 N N Y B N Y 10
NAME: PRSNL SERVI CES- SCI EFFORT(S&E) SHORT: PS SCI EN EFF
04- 00 1000 10 N N Y B N Y 1000
NAME: PRSNL SERVI CES- SCI EFFORT(S&E) SHORT: PS SCl EN EFF
05- 00 11 11 N N N B N Y 11
NAME: PERSONNEL COMPENSATI ON SHORT: PERS. COWP.
06- 00 1100 11 N N Y N N N 11
NAME: PERSONNEL COMPENSATI ON SHORT: PERS. COWP.
07- 00 1101 111 11 N N N N N N 11
NAME: BS PY US NON- WAGE BOARD FTP SHORT: US NW FULL P

BOC BOC=
POST REF
FLAG BOC
- ;\‘ - - ;\‘ -

N N

N N

N N

N N

N N

N N

Tables: Final October 2001
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| nqui ry Tabl es

I nquiry tables Inquiry tables:

Show results of documents entered into FFIS
Maintain data entered and processed on FFIS documents for query purposes

Contain system-maintained fields that cannot be changed

o 0o 0o 0O

Are updated automatically when a document is processed

Exanpl e The Voucher Header Inquiry Table (PVHT) contains:

[0 Summary information about outstanding and closed Payment Vouchers (PV)
documents for the following transaction categories:

DD—Direct Disbursement

ND—Direct Disbursement (clone* of DD)

PV—Payment VVoucher (referencing)

NO—Payment Voucher (non-referencing) or No-Obligation
Payment Voucher

* A clone is a copy of a basic
document. The copy is adapted for a
special use other than the use of the
basic document. The Spending
Learner’s Guide explains the use of
the ND as a clone of the DD.
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Exanpl e An example of PVHT, which shows summary information for outstanding and
closed payment vouchers is shown below:

ACTION: R TABLEID: PVHT USERI D: FRED
*** VOUCHER HEADER | NQUI RY TABLE ***
KEY IS VENDOR CODE, TRANS CODE, VOUCHER NO, TRAVEL ADVANCE NUM
01-
VENDOR CODE: 058070459 A TRANS CODE: PV VOUCHER NO 002900458
NAVE: FEDERAL EXPRESS TRAVEL ADVANCE NUM
ADDRESS: P.O. BOX 1140 NO CHECK DI SB FLAG N
: PROVPT PAY TYPE: O
: MEMPHI S TN 381011140
DESCRI PTI ON: FA | ND:
VOUCHER TYPE: 1 CHECK TYPE: D.O: 03
AGREEMENT # : DI SB RUN NUMBER: 00000
SCHD FI SC YR SCHD CAT: T SCHD TYP: M SCHD NO
VOUCHER DATE: 10 01 00 VOUCHER AM: 1, 000. 00
SCHD DATE: 10 28 00 HOLDBACK AMT: 0. 00
CLOSED DATE: CLOSED AM: 0. 00
PAYMENT CAT: V OFFSET ELIG BILITY: Y OUTSTANDI NG AMT: 1, 000. 00
AGENCY HEAD APRVL: IN TRANSI T AM: 0. 00
COMMENTS TO PRI NT:
I NTR AGCY SYMBCL: DI RECT DI SB NUVBER:
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Data Entry Tabl es

Data entry tables FFIS data entry tables show particular types of transaction data.

Typically:

O The information entered on a data entry table does not have any accounting
significance at the time of entry.

[0 The information entered does not directly update the journals.

[0 The system does use this data to build documents (such as obligation
documents) at a later date.

O These data entry tables create documents that have an accounting impact.
When used in this way, the data entry tables store information to create
documents.

Recurring Payment VVoucher Data Entry Table (REPV) — Used to automatically

Exanpl e create payment voucher transactions on a regular basis (e.g., for monthly rent
payments).
ACTI O\ R TABLEID: REPV USERI D: FRED
RECURRI NG PAYMENT VOUCHER DATA ENTRY TABLE
KEY |'S TRANS CODE, PV NUM LINE NO
TRANS CODE: PV PV NUM 262255701 SUBMDIV: 62  FREQ TYPE: MD.Q
ENTRY START DATE: 10 01 01 ENTRY END DATE: 09 30 02  LATEST DATE:
VENDOR CODE: 841366534 A  TRANS TYPE: 01 VCHR TYPE:
AGREEMENT NUMBER: 5762251009 FA | ND: CHECK TYPE:
SCHEDULI NG TYPE: O PROVPT PAY TYPE:
LINE NO 001 REF DOC NO. MD 26225570001 REF DOC LINE: 001
VENDOR | NV #/ LI NE: MONTHLY LEASE PAY VENDOR | N\VOI CE DATE:
TRANS TYPE: BFY: FUND: BUDGET ORG SUB:
COST ORG SUB: PROGRAM BOC/ SUB:
JOB NUMBER: RPTG GL ACCOUNT:
REV SRCE/ SUB: DESCR:
QUANTI TY: AMDUNT:  100. 00 /D P/ F:
ADVANCE FLAG VI LOG DATE: LI NE TYPE:
DI SCOUNT % I AMOUNT: DAYS:
DI SCOUNT % I AMOUNT: DAYS:
DI SCOUNT % I AMOUNT: DAYS:
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Action field
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Navi gati ng through Tabl es

You will always begin your work from the FFIS title screen. At the top of the title
screen, and all table screens, are two fields, which need input in order to go to a
document or table.

The first field is ACTI ON. To move from table to table, or to change elements of
records in tables (where allowed), use the following types of table action codes:

Action | Code Descri ption

Add A Adds a record to the table

When |ines are successfully added, the system
di spl ays a nessage at the bottom of the screen:
“*L030 ALL LI NES ADDED.’

Backwar B Leafs back to the last table viewed prior to
d Leaf leafing to the current table
Change C Changes a data field in the table. Only the val ues

in those fields that are not key fields can be
nodi fied with the change action. Wen all changes
have been nade, the systemedits the val ues entered
in the data fields.

When |ines are successfully changed, the foll ow ng
message appears at the bottom of the screen:
“*L031 ALL LI NES CHANGED.'

Del ete D Deletes a record fromthe table. |If a table
displays nultiple entries per screen, a line(s) can
be excluded fromthe deletion process. To do this,
the cursor is placed on the first key field in the
line, and the space bar is pressed once to renove
the first character in the field. Those entries
with the changed key field will not be del eted.

When the entries are successfully deleted, the
system di spl ays the foll ow ng nessage at the bottom
of the screen: ‘*L032 ALL LI NES DELETED.’

End/ Exi E Performs three functions (depending on where a user
t isin FFIS):

* Exits the system

* Returns to the docunent when the user’s previous
action was a pause action

e Exits out of zoom nobde and returns to the
previ ous docunent or table

CGet G CGets a record based on the key field value entered
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Navi gati ng t hrough Tabl es, conti nued

Acti on Code

Description

Leaf/ Lea L Moves the user fromone table to another table
p that contains correspondi ng KEY data
If related entries are not found in the new tabl e,
the foll owi ng nmessages are displayed: ‘*L008 END
OF FILE or ‘L004 LINE NOT FOUND.'’
NOTE: You may use the |eaf command up to five
consecutive tines.
Mor e M Li sts additional error messages. If an action

results in nore nessages than can be displayed on
the screen, the system automatically changes the
action to ‘M.

Next / New N

Moves to the table specified in the TABLEID field,
and di splays that table screen with the data
fields blank

Refill R

Refills the table with the table entries that
directly follow the entries currently displayed on
the screen. FFIS defaults to ‘R after the Scan
or Top acti ons.

Scan S

Scans the table for a record with the full or
partial key indicated

Top T

Di splays the very first entry in a table

Zoom Z

Toggl es between tables without |oss of data. FFIS
freezes the current screen data, allows the user
to go to another table, nodify or display data in
other tables, and return to the first screen,

whi ch i s unchanged.

NOTE: You may use the zoom command up to five
consecutive times.

Previ ous <
Scr een

St eps back through the previous four screens npst
recently viewed for the current table with the
scan and refill actions

Next >
Screen

Steps forward through screens nost recently viewed
with the previous screen action
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TABLEID field

USERI D field

92

Navi gati ng t hrough Tabl es, conti nued

The next field is the TABLEI D. Each table in FFIS has a four-character identifier
(please refer to Appendix A: Acronyms for a list of tables referenced in this
module).

This field is used to:

0 Enter atable ID to go to a new table

[0 Display the ID of the current table

The last field of the first line of every table is the USERI D. The system
automatically assigns it the first four characters of your FFIS user ID.
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Rol e of the Suspense File

I ntroduction The Document Suspense File (SUSF) stores and maintains all documents entered
in FFIS at all stages of their life cycle, including:

Held documents for further data entry, processing or approval
Pending documents awaiting approval
Scheduled documents awaiting to be processed via an offline job

Rejected documents maintained for correction or approval

o 0o 0o o 0O

Deleted documents which remain in the suspense file for a pre-defined
amount of time

O Accepted documents not yet archived

Note: A user can access any document directly from the SUSF table (please refer
to the Using SUSF topic in this module for additional details).

Feeder system and direct enter
documents will be rejected if they do
not correctly reference FFIS tables.
Rejected documents may be accessed
and edited from SUSF.

See SUSF Management module for
what to do with rejected documents.

Vi ewi ng SUSF You can review the contents of the document suspense file on the Document
Suspense File Table (SUSF). After logging into the system, follow these steps:

Step Acti on
1 Type Nin the ACTION field. (The system
automatically junps to the next field.)
2 Type SUSF in TABLEI D.
3 Press Enter.
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conti nued

Rol e of the Suspense Fil e,

Exampl e

Type

This is a depiction of where information should be entered on the FFIS entry
Type Nin the

screen:

|

NANCI

(The

ACTI ONfi el d.

system

%]
(%]
(M)
S
o

TABLEI D.
Ent er.

SUSF in

finld\

automatically junps
tn t ha navt

ACTI ON: N TABLEI D: SUSF USERI D: FRED

FEDERAL FI AL SYSTEM

THE

OR DI SCLOSURE | S SUBJECT TO THE RESTRI CTI ONS SET

OR OTHER LI CENSE PROVI SI ONS REFERENCED | N THE CONTRACT.

REPRODUCTI ON,

DFAR,

USE,

TH S COMMVERCI AL COVPUTER SCFTWARE | S DELI VERED W TH RESTRI CTED RI GHTS TO THE

FORTH IN THE FAR,

GOVERNMENT,

DI VI SI ON MESSAGES

)

(

GENERAL MESSAGES

)

MAI N MENU (

)

(

TYPE AN "X" NEXT TO THE OPTION YOU W SH TO PERFORM
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Rol e of the Suspense Fil e,

conti nued

Exanpl e After you have pressed the Enter key a second time, this is a sample of what you

will see on the SUSF table:

ACTION:. R SCREEN. SUSF USERI D. FRED

DOCUMENT SUSPENSE | NDEX 1

FUNCTI ON: SEC2:
<---BATCH ID---- ----- DOCUMENT | D--- - - - LAST LAST PROCESS
SEL TRAN SEC1 NUMBER TRAN SECIL NUMBER  STAT APPRV DATE USER DATE
00-
01- AA 01 20101 ACCPT 00000 011001 FRED
02- AA 01 20101A ACCPT 00000 011001 FRED
03- AA 01 20102 ACCPT 00000 011001 FRED
04- AA 01  20102A ACCPT 00000 011001 FRED
05- . . . AA 01 20102B ACCPT 00000 011001 FRED
06- . . . BE 01 20162 ACCPT 00000 011001 FRED
07- BE 01 20162A ACCPT 00000 011001 FRED
08- BE 01 20162B ACCPT 00000 011001 FRED
09- BE 01 20164 ACCPT 00000 011001 FRED
10- BL 01 201010103  ACCPT 00000 011001 FRED
11- BL 01 201010103A DELET 00000 011001 FRED
12- BL 01 201010104  ACCPT 00000 011001 FRED
13- BL 01 201010105 REJCT 00000 011001 FRED
Document Suspense Index 2 Table
(SUS2) provides the original
transaction date.
Document Suspense Index 3 Table
(SUS3) provides the entire user ID.
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Rol e of the Suspense File, continued

Fields of SUSF The table below shows the definitions of the fields on SUSF.
Field Val ue
ACTI ON The primary field of input to nove fromtable to

table, or to change elenents of records in tables
(where al |l owed)

TABLEI D A four-character identifier to distinguish individual
tabl es
USERI D The system automatically assigns the first four

characters of your FFIS user ID (with which you | ogged
in) tothe USERID field

FUNCTI ON Used to specify special SUSF commands to:
* Begin data entry

* Correct a batch or docunent

* Process a batch or docunent

e Change the status of a batch or docunent

SEL Specifies the batch or docunent to be processed by
placing an X in the correspondi ng SEL (sel ection)
field

BATCH ID & The SUSF table is keyed by unique BATCH I D and
DOCUMENT I D | DOCUMENT ID field information.

Each BATCH I D and each DOCUMENT ID is conprised of
three el enents: transaction code, SEC1 code, and batch
or docunent nunber.

STAT The processing STAT (status) code is five characters
i ndicating the status of a docunent or batch ticket.
(Pl ease refer to the followi ng page for a conplete
list of the status codes.)

LAST DATE Di spl ays the |l ast access date in YYMVDD for nat

LAST USER Di splays the first four digits of the user ID of the
| ast person to access the docunment or batch

PROCESS DATE | Shows the date the docunment or batch was processed
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Rol e of the Suspense File, continued

Acti ons
Specific actions for the FUNCTI ON
field will be addressed in subsequent
pages of this section.
Docunent stat us The STAT field on SUSF displays codes denoting the status of the document.

The table below explains the status codes.

St at us Descri ption

ACCPT Docunent is accepted. Data entered on the docunent
has updated the tables.

BHELD Docunent is in held batch. It is neither deleted
nor accepted.

BRICT Docunent is in a rejected batch. It is neither
del et ed nor accept ed.

BSCHD Docunent is batch schedul ed for offline processing.
It is neither deleted nor accepted.

DELET Docunment is marked for deletion. The docunment or
batch of docunents was del eted before being
processed through PASS 2; it can no | onger be
accessed online.

HELD Docurment is on hold. The document or batch of
docurments may not have been processed and will not
be processed further until otherw se schedul ed.

PEND1 Docunent is pendi ng approval. The docunent or batch
has successfully satisfied all PASS 1 edits, but
was rejected because the | evel of approval has not
yet been appli ed.

e PEND1—Pendi ng Level 1 Approval

REJCT Docunent is rejected. It has errors and cannot be
accepted as is.

SCHED Docunent is scheduled for offline processing.
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Usi ng SUSF

I nt roducti on

SUSF displays the contents of the Document Suspense File. SUSF can also be

used to jump to document processing environments for any document or batch
of documents stored in the Document Suspense File.

You may access a document from SUSF for several reasons:

0
O
O
0
O
O

To create a new document

To change a previously created document
To review an accepted document

To copy a document

To access a document in use by another user

To delete a document

For more detailed information on using SUSF,
refer to the SUSF Management module.

SUSF functi ons/

The following table lists each function available on the SUSF table and its

commands capability:
Functi on Brief Description

NEW Begin data entry of a new batch or
docunent

ACCESS Vi ew one document or batch

SCAN Vi ew one docurment or batch in read-
only node

CoPY Copy an existing docunent or batch

FREE Al'l ow access to a docunent in use
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Usi ng SUSF, continued

New document To create a new document from SUSF:
Step Acti on
1 Type NEWin the FUNCTION field.

2 Type in the docunent ID (batch IDif applicable).
3 Press Enter.
FFI S di spl ays a bl ank docunment ready for data to
be entered.
Accessi ng To access a previously created document or batch directly from SUSF, follow the
exi sti ng docunent Steps below
or batch
Step Acti on
1 Search for the document in SUSF.
2 Type S in the ACTION field.
3 Type X in the SEL field for the docunment or
batch that you wi sh to access, or place the
cursor on the docunent or batch you wish to
access.
4 Press Enter.
FFI S di spl ays the document.

If the document or batch has been accepted,
you will not be able to change the document. If
the document or batch has not been accepted,
you can change the document.
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Usi ng SUSF, continued

Freeing a When a user accesses a document, the system sets a flag in SUSF (not viewable
document by the user) that marks it as “in use.” FFIS does not allow other users access to
the document while the first user is working on it.

If your user ID times-out while accessing a
document or batch, it could be listed as “in
use,” even though no other user is accessing it.

‘m\qﬁ When this occurs, you can reset the “in use”
o flag in SUSF by using the FREE function.

To free a document or batch:

Step Action
1 Type Sin the ACTION field to search for the docunment or
batch in SUSF.
2 Type FREE in the FUNCTION fi el d.
3 Type X in the SEL field for the docunent or batch you

wish to free.

4 Press Enter.

FFI S di spl ays a nessage that the document or batch
docunent has been freed.
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Usi ng SUSF, continued
Processing a If you wish to process (i.e., through edit and update passes) a batch or a
document or document without viewing the document, you may use the RUN function to

bat ch from SUSF

process the document from SUSF.

To use the RUN function, follow the steps below:

St ep

Acti on

1

Search for the batch or docunent in SUSF.

2

Type RUN in the FUNCTION field.

3

Type X in the SEL field of the docunent or batch in which
you wi sh to process Pass 2. (The X nay be placed on
mul tipl e docunents or batches.)

Press Enter.

If..

Then...

errors,

the batch or docunent
is processed without

the status changes to ACCPT in SUSF, and the
docurent updates all applicable tables and
journal s.

errors,

the process detects

control is tenporarily transferred to the
FFI'S docunent. The cursor wll be
positioned in the first screen that contains
errors in the batch or docunent. Here you
may correct the errors, return to SUSF, and
re-process the docunent.
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Usi ng SUSF, continued

Schedul i ng a If you wish to schedule a batch or a document to be processed later with an off-
bat ch or line job (e.g., your nightly cycle processing), you may schedule it from SUSF
gfgggggte 4 o.be without viewing it first.

To use the SCHEDULE function, follow the steps below:

Step Acti on
1 Search for the batch or docunent in SUSF.
2 Type SCHEDULE in the FUNCTION fi el d.
3 Type X in the SEL field of the docunent or batch you wish to

schedul e for overni ght processing. (The X may be placed on
mul tipl e docunents or batches.)

4 Press Enter.

The status of all selected batches and documents changes to ‘SCHED.” In
addition, the status of all documents within a batch changes to ‘BSCHD.” These
documents will be processed in the next overnight batch cycle.

Refer to SUSF Management module for more on scheduling.

Del eting a batch If you wish to delete a batch or a document without viewing it first, you may use
2 gocument from the DELETE function from SUSF.

To use the DELETE function, follow the steps below:

Step Acti on

1 Search for the batch or docunent in SUSF.

2 Type DELETE in the FUNCTION field.

3 Type X in the SEL field of the docunent or batch you
wish to delete. (The X may be placed on nultiple
docunents or batches.)

4 Press Enter.

The DELETE function marks the selected
batch or document for deletion from SUSF.
The document marked for deletion displays a
status of ‘DELET’. An off-line job will remove
the document from SUSF.
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Note: Accepted documents cannot be deleted.

ARS FFlI S—Syst em Overvi ewThe Suspense File (SUSF): Final October 2001 105



Usi ng SUSF, continued

Undel eting a If you previously deleted a batch or document, you may undelete the batch or

batch or document document from SUSF, as long as the document or batch is still displayed in SUSF. To
UNDELETE a batch or document without viewing the document or batch, you
may use the UNDELETE function from SUSF.

To use the UNDELETE function, follow the steps below:

Step Acti on

1 Search for the batch or docunent in SUSF.

2 Type UNDELETE in the FUNCTION fi el d.

3 Type X in the SEL field of the docunment or batch you
wi sh to undelete. (The X may be placed on nultiple
docunents or batches.)

4 Press Enter.

The UNDELETE function changes the status of
the selected batch or document that had been
previously marked for deletion to ‘HELD’ on
SUSF.
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Usi ng SUSF, continued

Hol di ng a If you wish to hold a document or batch to prevent further processing, you may

docunent or batch use the HOLD function from SUSF. An off-line job (e.g., the nightly cycle
processing) will not attempt to process a document on hold.

To use the HOLD function, follow the steps below:

Step

Action

1

Search for the batch or docunent in
SUSF.

Type HOLD in the FUNCTION fi el d.

Type X in the SEL field of the docunent
or batch you wish to hold. (The X may
be placed on nultiple docunents or

bat ches.)

Press Enter.

The HOLD function changes the status
of the selected batch or document to
‘HELD’, and documents within a batch
to ‘BHELD’ in SUSF.
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I nt roducti on

Appr ovi ng
mul tiple
docunents or
bat ches

108

SUSF Special Authority Functions

The following tables show steps for using functions, which require special
authority. You may or may not have this level of security. These functions are
performed from SUSF.

To approve multiple documents or batches, without viewing the documents or
batches, you may process the document with the APPROVE function from SUSF,
by following the steps below:

Step Acti on
1 Search for the batches or documents in SUSF.
2 Type APPROVE in the FUNCTION field.
3 Type X in the SEL field of the docunents or batches

that you wish to process. (The X may be placed on
mul ti pl e docunents or batches.)

4 Press Enter.

The APPROVE function changes the status of all
selected batches or documents to the highest
level of approval applied. Multiple documents
or batches may be selected. When a batch is
selected, only the batch approvals are applied.
Approvals to documents within a batch must be
done individually.
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SUSF Speci al Authority Functions,

conti nued
Maki ng changes to To make further changes to a document or batch previously approved, you may
previ 0“3' y unapprove the document or batch from SUSF by using the UNAPPROVE
approve . . .
document s function. To use the UNAPPROVE function, follow the steps below:
Step Acti on
1 Search for the batches or docunents in SUSF.
2 Type UNAPPROVE in the FUNCTION field.
3 Type X in the SEL field of the document or batch
you wi sh to process. (The X may be pl aced on
mul ti pl e docunents or batches.)
4 Press Enter.

The UNAPPROVE function removes the user’s
approval authority from all selected batches and
documents. The status will change to the highest
level of approval still required. Multiple
documents or batches may be selected. When a
batch is selected, only the batch approvals are
removed. Approvals must be removed from
documents individually.
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Loggi ng off FFIS

From a table

ARS FFlI S—System Overvi ew

System Log O f

This section shows you how to log off or exit a session.

To log off from a table, follow the steps below.

Step Acti on

1 Type Ein the ACTION field and press Enter.

Repeat this step until you are back to the USDA
FFI'S banner screen.

2 Type X in the COWAND field and press Enter.

A bl ank screen is displayed.

3 Type BYE and press Enter.

If you have used the zoom command
several times, you will need to exit from a
series of tables before you reach the FFIS
banner screen.

**\ **\ ******\ *******\ ****\ ********\ ********\ ******\ ******\
**\ **\ ********\ ********\ ******\ ********\ ********\ ******\ ********\
T R N N R T N R R A N R R N !
**\ **\ **\ \\ **\ **\ **\ **\ **\ **\ **\ **\ \\
**\ **\ *******\ **\ **\ ********\ * ******\ ******\ **\ *******\
**\ **\ *******\ **\ **\ ********\ * ******\ ******\ **\ *******\
T S R O N R N AN R SRR AN * %\ REREE
**\ **\ **\ **\ **\ **\ **\ **\ **\ **\ **\ **\ **\
******\\ ********\ ********\ **\ **\ **\ **\ ******\ ********\
*****\ ******\\ *******\\ **\ **\ **\ **\ ******\ ******\\

W R R O A U AU \ WAL

TH'S COWERCI AL SOFTWARE | S DELI VERED W TH RESTRI CTED RI GHTS TO THE
GOVERNMENT, USE, REPRODUCTI ON, OR DI SCLOSURE |'S SUBJECT TO THE
RESTRI CTI ONS SET FORTH I N THE FAR, DFAR, OR OTHER LI CENSE
REFERENCED | N THE CONTRACT.

SELECT BY NUMBER: 1. TABLE | NQUI RY/ UPDATE ( MTl)

X EXIT
COWAND: X
USERI D: FREDUSER PASSWORD:
NEW PASSWORD: VERI FI CATI ON:
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System Log O f, continued

From a document To log off from a document, follow the steps below.
Step Acti on
1 Type END in the COVWWAND field and press Enter.
This will take you back to the last table that you
used.
2 Type Ein the ACTION field and press Enter.

Repeat this step until you are back to the USDA
FFI S banner screen.

3 Type X in the COWAND field and press Enter.

A bl ank screen is displayed.

4 Type BYE and press Enter.
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Appendi X

A. Acronyns

Acronym Tabl e/ Docurrent Name
ACCS Accounting Code C assification Structure
ACFO FS Associ ate Chief Financial Oficer for Financial

Syst ens
ADNT Aut omati ¢ Docunent Nunbering Tabl e
AGCY Agency Reference Table
ALLT Al otment I nquiry Table
AMS Anmerican Managenent Systens, Inc.
ARHT Recei vabl e Header Inquiry Table
ARS Agricul tural Research Service
BFY Budget Fiscal Year
BOC Budget Obj ect Code
BOCT Budget Obj ect Code Reference Table
CAS Central Accounting System
Ccars Conmer ci al of f-the-shel f
CRM Cust oner Rel ati onshi p Managenent
DD Di rect Di sbursenent
DVAL Defaul t Val ues Reference Tabl e
DVSN Di vi si on Reference Tabl e
ERRG Error Messages and Error Guide Table
FDW Fi nanci al Data \Warehouse
FFI S Foundati on Fi nancial Information System
FSYR Fi scal Year Table
FTYP Fund Type Tabl e
FUND Fund Tabl e
FY Fi scal Year
JFM P Joi nt Financial Managenment | nprovenent Program
ND Di rect Di sbursenent C one
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Appendi x A: Acronyns, continued

NO Non- Ref er enci ng Payment Vocuher

NFC Nat i onal Fi nance Center

ORGN Organi zati on Reference Table

PCAS Proj ect Cost Accounting Subsystem
PGVIT Program Ref erence Tabl e

PV Paynment Voucher

PVHT Paynment Voucher Header Tabl e

R&M Repai r & Managenent

RPTG Reporting Category Reference Table
REPV Recurring Payment Voucher Tabl e
RSRC Revenue Source Code Reference Table
SUSF Document Suspense | ndex Table

SUS2 Docunment Suspense Index 2 Tabl e
SUS3 Docunent Suspense Index 3 Table
USDA United States Department of Agriculture
VEND Vendor Reference Tabl e
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I ntroduction

bj ecti ves

ARS FFlI S—Syst em Over vi ew

Appendi x B: Usi ng Renedy

The Remedy Customer Relationship Management (CRM) application will be
used by the ARS helpdesk. The ARS Help Desk staff will use Remedy when
appropriate to record and track all issues related to:

Financial management

0
0
O Financial Data Warehouse (FDW)
[0 Telecommunications

O

Security

FFIS users at ARS will call the Help Desk for assistance with FFIS issues. If
required, the FFIS Help Desk staff may submit service requests, or tickets, in

Remedy and then monitor these tickets to ensure that the issues are resolved.

Remedy is used to generate reports on open issues for management and support

staff review and or follow-up.

This appendix covers the following topics:

O Logging into Remedy

[0 Creating a ticket

Monitoring a ticket

Viewing and sending Remedy-based e-mails
Creating and attaching screen captures

Viewing attachments to Remedy e-mail messages

o 0o 0o 0o 0O

account

|

Service request statuses
[0 Creating a new Remedy report style

0 Creating a Remedy report

Replying to Remedy e-mails and adding attachments from your own e-mail

Appendi ces: Final COctober 2001

119



Loggi ng i nto Renedy

Logging into To login to Remedy, follow the steps below:
t he _Reme_dy CRM
application 1. From the desktop, double-click the CRM Startup icon.

2. Inthe Login screen that appears, enter your Remedy login information in the
appropriate fields:

» Inthe User field, type your user name (case sensitive, e.g., JaniceY).
* Inthe Password field, type your password (case sensitive).

* Click OK.

Renedy Logi n Screen

Pl provvidie yoss Fremesdy Logen informasior:
Llssr |la.n|--r
Sarvm |Foemedy hgnst wida 9o

[ or | coes

3. The CRM Launch Pad screen appears.
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Loggi ng i nto Renedy, continued

CRM Launch Pad

!—r'r"'_ Dbt
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Creating a Ticket

Met hods  of To resolve an issue pertaining to FFIS, FDW, telecommunications or security,
flr gi‘;'t ng a you may submit a ticket using one of three methods:
0 Remedy

00 USDA intranet site
O E-mail

The steps involved in each of these methods are described below.

Creating a To create a ticket using Remedy, follow the steps below:
ticket via
Renedy 1. Login to Remedy.

2. From the menu bar, select File > Create a New > Service Request.

New Servi ce Request Screen

St Fingsnet (BRI Lagasd| awmiy i‘
Barvice Rl Btz [ = Faay | -
Fiwacon Fiwjecied o Onad [ [ amzctwenis? © ves © Mo LawiLog[ [
Warm 3o | Prind Thix Tickal | Prind by Tickai |
Corkact | Problean5 ki | Fdste lbres | Do Tows | Dt |
Agercy Hura + ll S H o + j
Farst Flarsn + L Han: +
FPhora & + Ed+|
Evediukbsis + |
ColBsckt =
Frandy | | horali=d |
Msat| Hjokoodd oo | Hlamegtoos . | oot |[@Ammatr . | gulpnfopl || ENE Tl O5 5080 =
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Creating a Ticket, continued

3. On the Contact tab of the New Service Request screen, complete the First
Name and Last Name fields. Press Enter.

If.. Then...

The other fields on the Contact | Proceed to step 4.
tab are conpl eted
automatical ly,

the follow ng fields:

drop down nenu)

(using the drop
menu)
e Phone #

e |nternet E-mail

i mportant)

Cont act .

screen.

Proceed to step 4.

The Contact tab does NOT aut o- On the Contact tab, conplete
fill,

e Agency Nane (using the

«Site Nane if applicable

down

Addr ess

(accuracy is very

From the nenu bar, select New >

Click Save on the New Contact

Cont act Tab

Mestos | Pred T Tehat | Preiy Tekws |

Contact | PeobienS chaion | Fsised bares | Dites |

AgercyMames  [ICFC v | Sie e it estangion. DT =]
Fiepd Mares + e Last Harss = rl"‘f‘-
Fhars f + 7004432000 Esk +
Emisdl i g = }.lar'\-ce_'-':-c-f_':«a'- A0
Coll ook & | |
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Creating a Ticket, continued

4. In the header of the New Service Request screen, use the drop down menu in
the Severity field to select a severity level.

5. Onthe Problem/Solution tab, complete the following fields, using the drop
down menus as indicated:

¢ Support Topic (using the drop down menu)
¢ Summary

¢ Details (including error messages and or process that may be followed in
order to duplicate the error). The more information that customers
provide, the better.

Pr obl em Sol uti on Tab

cod bide | Prind This Tickst | Print by Tickesty |
Conisol  Fuokien/Suion | Fistsied lierw | DatesTame | Cuasion | Countess | O |

Guppesi Topa + ol Do ﬂ Asrignedin Grp | »
FidimiDN o Apriscabis hpignadin s | -
SNy - Pl B Survaraty of the BFD b _J
Cadagoey 1 | _ﬂ Cabeguey 2 | ﬂ
Catal F.dl'c dplads ol e problen bae J
ikl i W Weid 50 aradh DeeCinia Il Py D b
g (Y4 OISO peDsided the et
Sckion I ] wisssed I =l
K Bhoos I _J | cot Mide | L
| Hole: i | i

6. On the Other tab of the New Service Request screen, complete the following
fields accordingly, using the drop down menus as indicated:

0 Copy and paste the Internet Email Address from the Contact tab into the
Notify Whom field of the Other tab.

O In the Notify When field, use the drop down menu to select Closed.
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Creating a Ticket, continued

O her Tab

7. In the upper right-hand corner of the New Service Request screen, click the
Save button. In the Service Request header, in the Service Request Status
field, the status will change from Open to In Dispatch. (See the Service
request statuses section of Monitoring Tickets.)

8. Following the submission of your service request, you will receive the
following information in your e-mail inbox regarding your ticket:
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Creating a Ticket, continued

E-mail Confirnmation

&~ Lapup'%ce - The-ramardy
Fbe Edt Wiew dctions Took ‘shnces Heip
St e g IEI_LEIE.J sie|=s| o [ AT ]
%) ke D i & | Subect | Diate
& i Halhos ._|r '\-H:I@Iﬂ i g dgmgresd S evios Flegusst [P 5 TO000000T 504) AN
B Sentlerz e chalp@ifis uada gov:  Aszigned Service Reguast AOSTOOMO00IE 021 7401
11 E::"‘“ B thelp@ilisuada gy AOSTODOOO0IS2E hat betn oo 0241 700
=@ Tn;':‘;" [ chelpilisusdagovy  AUSTODMO000VIZS hirk betn chwed 021 700
ek b Fogress Elr chalpilis ysda gove  AESTOEOODITT 0 hes been closed 02 G
=[] Cobinet ¢ thalp@ifisuada gov:  AFEQNDBMONNE haz been cinzed 02F Rl
& T rarvacg] -,_ Wiond dwvabind S evice Fegues A0S TIO000001S11 (/1 5A00 et
& [ hown e e chelp@llisusda gove  Fe Sulossskgnment iopoated when assigeng 0275/
& 2] Aerescylom | e chelpEiicuda gov:  Asvigned Service Meguesl AOSTODNMOODS 020 4400
f_l Upsread =|| i kel vada g o submitted Service Aeguest RESTEO0008 0271400
T 1 ke
# 1812 [, You nibwiied Serice Ao RS T0000000]3) 1:|” o flale] 57w oo B
Fram: chelpipis usda govs
To: CF O UEDasAMeDmmid)

Wou may simply responed bo this E-mail o append pour licket
Wée AppeRciae your Disieeas

Company Mame Do

Siie Hamra Washingion, DL

Firsl Mame Alpy

Lagd Mesns Wiz D il

Phore # NI 515- BI2

Emai Address 3

Seresily Lniggsic i pd

Summary Agtcassignmert epoted whan assigring fickels 1o fis_csc graup and specifying a persen
Detais Thes ig & lickel Lo beal this. Plesss cal &lex MeDisemed 202 519

TR whan thig ket 18 meisted 50 iransactan lgs can be buesd an
bedore assigning this fickel b fis_csc

5
Al Sne

4|

| [ O]

9. Make a note of your Service Request ID# for future reference.
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Creating a Ticket, continued

Creating a The Associate Chief Financial Officer for Financial Systems (ACFO-FS) has

ticket via created a Customer Service Center web site to support FFIS, FDW,

gis?': I ntranet telecommunications and security. This site is located at http://ffis-
remedy.hgnet.usda.gov. From this web site you may submit requests for
support.

To create a ticket from the FFIS Customer Service Center web site, follow the
steps below:

1. Open the browser that connects you to the World Wide Web (Internet
Explorer or Netscape Navigator).

2. Inthe browser Location field, type http://ffis-remedy.hgnet.usda.gov. Press
Enter.

3. From the left-hand panel of the Customer Service Center web site, click
Submit a Support Ticket for Assistance.

FFI'S Custoner Service Intranet Site

+t-— Financial Foundation Help Web Site UDSA OCFO - Hetscape

e Edit Yiew Go Window Help
4 ¥ A D 2 @ S & @ |
N Back Fopward Feload Home Search  Metscape Print Security Stop
|—|/ ' Jv Bookmarks J‘ Location; |http: #fig-remedy. hgnet.usda, gov/ j ﬁ' Wwihat's Felated
“wiebbd ail People ‘rellow Pages Download Mews & Cool D" Channels
Foundation Financial :: «%
Information System' /
United States Department of Agricuiture -
Help desk: 504 255 6911
Welcome to the
Customer Service Center
Let us help you! In the Customer Service Center you are able to subtmt a Support Ticket (Problem
Izsue or Informational Request) to our customer service support staff They'll research your
problem and respond quickly wa email
In the next phase of mmplementing the Customer Service Center, you will be able to search our =]
=5 | [Reading file... Femedy ... F{] l
- ———————
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Creating a Ticket, continued

4. On the Submit a Customer Service Ticket screen, complete the appropriate
fields, using the drop down menus as indicated:

I f.. Then...
This is your first tine Conplete the follow ng fields:
subnmitting a service request
via the web site, e First nane

e Last nane

e Agency (using the drop down
nmenu)

«Site Nane if applicable

e Tel ephone Nunber (using the
format XXX- XXX- XXXX)

e Internet E-mail address
(accuracy is very inportant)

e Severity (using the drop down
nmenu)

e Sunmary
e Details

e Support Topic (using the drop
down nenu)

Proceed to step 5.

You have subnmitted a service Conplete the follow ng fields:
request previously via the web
site, e Internet E-mail address

(accuracy is very inmportant)

e Severity (using the drop down
menu)

e Sunmary
e Details

e Support Topic (using the drop
down nenu)

Proceed to step 5.
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Creating a Ticket, continued

Submt a Custoner Service Ticket Screen

FFI5 Web Request Ticket Submit Form. - Hetscape
Eile Edit Miew Go Window Help
e ¢ A 4 s = & @
Back Fonward Reload Home Search  Metzcape Frint Securty Stop
J " Bockmarks \g& Location:lhttp: #ffis-remedy hanet usda. gov/extsubmit bt j ﬁv\v\-’hat's Related
webbd ail Pecple Yelow Pages Download Mew & Cool ['_|" Channels

Foundation Financial
Information System

United States Department of Agriculture

Submit a Customer Service Ticket
By using this form, you can submit a request for service. You will womediately be notified by email
confirming vour submission, and a support representative will contact you soon.

Please enter your and submit your ticket ONE TIME ONLY!

First name | Last narme |
Agency ISeIect One 'l Site Mame | r
Telephone Number | Internet E-mail | -

Please enter the appropriate ticket information:

Severity | j
Strnrncary |
=
Details
|
Support Tapic | j

ALL Bolded fields must be filled or this request will not be processed
Subrait your ticket One Time Only ,Ll

Submit this information as a Sewvice Regquest | Reset |

Foundation Financial Information System, Office of the Chief Financial Officer, USDA.

Ll

4 G
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Creating a Ticket, continued

5. At the bottom of the Submit a Customer Service Ticket screen, click the
Submit this information as a Service Request button. You will see the
following information that confirms receipt of your service request:

Web Confirnmation

#: Remedy CRM - Netscape
File Edit View Go ‘window Help
2 = A 4 a < & &
Back Fopward Reload Home Search  Metzcape PFrint Security Stop
JvBookmalks \& Location:IBi.e_+Steps+_|,.|0u+t00k+bef0re+y0u+n0ticed+there+was+a+pr0blem%29&EDDDDDE2B=Miscellaneous j 'What's Related

Wiebtail People ‘ellow Pages Domnload Wew & Cool ['_‘i Chanhels

United States Department of Agriculture FFIS Project Office Customer Service Center

File Submitted, Entry id: RQST0O0000001930

Financial Foundation Information System, Office of the Chief Financial Officer, United States Depatment of Agriculture

=l | Document: Done
- ——————
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Creating a Ticket, continued

6. You will also receive an e-mail confirmation in your e-mail inbox:

E-mail Confirnmation

o Tou wilswilled Seivice Aeguesl RRSTII0D0DE 930 - Lotus Holes

fl= Edl lfew [ssle Achon:

g —
e B Akl L4 L] ¢ s 12 oo
!';i M Herss |3n¢u |ﬁum1'-mu. |E Foeward |.:'pnm |{§nmmm |

g helpdllis. usda. gos on 02N T/2000 124736 PH

13 A g R R | L EREMES T RIL
L

|

Saggsct o mubreted Serews Faguesd ROS TOOD00 5000

You may simply respond to this E-mall to sppesd four tucket
Ve appreciste vour DUSiness

Company Hams OCFD

Sibe Hams Vashingtan, [T

Firsl Hamie Janics

Lasit Hams Viesy

Frane & TOE=449=Z023

Email Addrwas Janice Toclansine £om

Savarity Himnd 1 1o

Sammary Text—-Fut the mzssary of tha problan hers

Dmtazlm Furthmr desxcribs the probles snd the himtory of the probhles

[z ®m wtempzx you took before pou noticsd thers wax & probles)

Attachmentz 7 He

3

| i R | ML I
— T —r L

7. Make a note of your Service Request ID# for future reference.

If you need to open another ticket, return to http://ffis-remedy.hgnet.usda.gov
and begin the process again for each additional ticket.
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Creating a Ticket, continued

Creating a To create a ticket using e-mail, follow the steps below:
ticket via e-
mai | 1. Login to your e-mail account.

2. Create a new memo. (In Group Wise, from the menu bar, select File > New >
Mail.)

3. Inthe To field, type help@ffis.usda.gov plus the extension you would
normally use. (Only NFC employees using Group Wise have an extension.)

G oup Wse New Mail Screen

B Hail Ta —
Fle Edé 'fem fciors Took ‘wirdow Help
| DeF|H |Cefe.| w=|Bajds] Frb|ul ] ) @]
Fasrc T — e | Fl
Tg || gl ncn g g | =
Sybmct- |
»
Camaed
3
bz
&
Aagh
Fokder Mo -

4. Type a brief description of the problem in the Subject line of the memo.
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Creating a Ticket,

conti nued

5. Complete the Message text box following the directions below accordingly:

If..

Then...

This is your first tinme to

subnmit a service request via e-

mai |,

Provide the follow ng
information in the Message of
the e-mail:

e Full Nane

* Agency

* Phone Number

e Severity of the problem

e Details of the problem

Add any necessary attachments.

Proceed to step 6.

You have subnmitted a service
request previously via e-mail,

Provide the follow ng
information in the Message of
the e-mail:

e Severity of the problem

e Details of the problem

Add any necessary attachments.

Proceed to step 6.

6. Click the Send button along the right-hand side of the screen to submit your

service request.
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Creating a Ticket, continued

7. Following the submission of your service request, you will receive the
following information in your e-mail inbox regarding your ticket:

E-mail Confirnmation

b~ Garupiaice - iliz-ramady
Fle [t Wew dctions Jook ‘wndes  Heip
(B ot i o e e ET Y | e T | e
8 e D = [Harm Skt D
& i Halhos (Sl drelpEnie s go dgmgresd S evios Flegusst [P 5 TO000000T 504) AN
() Sentiter: e Lhalp@ihe vada gov:  Azsigoed Service Feguast [AOSTODMO0O0IE, 020 7M1
i1 m B chelp@iisumdages  AQSTOBO0001924 ha been clesed 02F1 74
1 E'I Tn; L:;I ’ e chelplllis usda gov:  HESTOD0DDOTIZE hid bt chiksd 2 rem
W“L"PHW“: Elr chalpilis ysda gove  AESTOEOODITT 0 hes been closed 02 G
= :I [sbarad ¢ <halp@ihs, vada gov:  AFEOONDINNNDN haz been closed 02A R
& T rarvacg] -,_ Wiond dwvabind S evice Fegues A0S TIO000001S11 (/1 5A00 et
& [ hown e e chelp@llisusda gove  Fe Sulossskgnment iopoated when assigeng 0275/
& 2] Aerescylom | e chelpEiicuda gov:  Asvigned Service Meguesl AOSTODNMOODS 020 4400
fr_ljl-“d ._I e @ LhalpESihs uada gov: You cubmatted Sarace A ROSTONM 025 441
# 1812 [, You nibwiied Serice Ao RS T0000000]3) 1:|” g | i 2 0 N R == 2 2
Frem: <heipiifis usda gov=
To: CF O UEDAsAMeDmamid)
Dada: ST 33748
Sulbject tou submitted Sewice Request AOETOOOOO001911

You may =simphy respond bo this E-mail o appersd your licket
Wée AppeRciae your Disieeas

Company Mame Do

Siie Hamra Washingion, DL

Firsl Mame Alpy

Lagd Mesns Wiz D il

Phore # MNI2E1%7RI2

Emai Address 3

Seresily Lniggsic i pd

Summary Agtcassignmert epoted whan assigring fickels 1o fis_csc graup and specifying a persen
Detais Thes ig & lickel Lo beal this. Plesss cal &lex MeDisemed 202 519

TR whan thig ket 18 meisted 50 iransactan lgs can be buesd an
bedore assigning this fickel b fis_csc

]
& i

4|

| [ O]

8. Make a note of your Service Request ID# for future reference.
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Moni toring Tickets

Moni t ori ng To monitor a Remedy ticket, follow the steps below:
tickets using
Renedy

1. Login to Remedy.

2. From the menu bar, select File > Search For > Service Request to open a
Search Service Request screen.

Remedy Menu Bar
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Monitoring Tickets, continued

3. On the Search Service Requests screen, complete the fields corresponding to
the search criteria you plan to use, using the drop down menus as indicated:

If... Then...

You want to search for service e Sel ect the Contact tab.
requests that you have
subnitted, e Conplete the First Name and
Last Nane fields.

«dick Search in the upper
ri ght-hand corner of the
screen.

Proceed to step 4.

You want to nonitor all service
requests that have been
submitted by your agency, e Sel ect your agency in the
Agency Name field using the
drop down nenu.

Sel ect the Contact tab.

«dick Search in the upper
ri ght-hand corner of the
screen.

Proceed to step 4.

You want to search for a « Conpl ete the Service Request

specific service request, IDfield on the header of the
Search Service Request
screen.

«dick Search in the upper
ri ght-hand corner of the
screen.

e Proceed to step 4.

You want to nonitor all service |« (On the header of the Search
requests with a specific Servi ce Request screen,
severity, sel ect the severity |evel
fromthe Severity field using
the drop down nenu.

«dick Search in the upper
ri ght-hand corner of the
screen.

* Proceed to step 4.
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Moni toring Tickets, continued

Search Service Requests Screen

] pf T e T o
) 0 e e M G I A e S R (N Y

i mnrch farenen Fhnpeunle

ARS FFlI S—Syst em Overvi ew Appendi ces: Final COctober 2001 137



138

Monitoring Tickets, continued

4. After you click Search, the following Modify Service Request screen displays:

Modi fy Service Request Screen

. Modity Serdce Plequest ROSTOD0000 830

e o 7 MWJM u—m—i‘ |
L ey il *
Fanton Aspctsd o OriHae | r mri‘mﬂm Lul.l:qu
- ==

gid Hide | Firk Thia Tickat | Prind by Tckaiz |
m|w| HMIH|M&IDM|M|MI —

Egyarcy Hama o |DCFD ll Sap Mame o o arbargiae, DC ll
Fard Harna + B Lgsk v + ¥ioud
o=+ AHEHALT Ests |

Qoo P p—— Truarargg - 1 Dizrad RiCra TOC0000

OLFg Bimanirag-1 Do Py T

agFo Trgeninag -1 D] RIS TOOOi
otFo Wl i1 D] RIrs T00n0n
QCFo Dada W eouos Tiawweg 1 Dz FiCr3 TO0D000
QCFo Budgmi E:acuton Trmaring-1 Dzosd FaCrs Ta0D00

i i 5] [inkn W maincamn Timanirgg D] s TR0
il S ) o 'Iﬂ_l
1 Sebsted b id B [

5. Browse through the matching service requests by selecting the appropriate
ticket from the lower pane or by using the scroll bar on the right-hand side of
the screen. When you select a ticket from the lower pane, the details of that
ticket will display on the upper pane of the screen.
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Monitoring Tickets, continued

Moni t ori ng In addition to searching for a request in Remedy, e-mail is an effective way to
service , track your Remedy ticket. You may use Remedy-based e-mail or your own e-
' equ_elst s using mail account
e- mai ’

The subijects in this topic include:

Viewing Remedy e-mails pertaining to your ticket
Replying to or sending e-mails via Remedy
Replying to Remedy e-mails from your own e-mail account

Creating files of screen captures

o 0o o 0o o

Viewing and attaching files via Remedy or your e-mail account

y: Zwégﬁeg' mai | Using Remedy-based e-mail to track your service requests has advantages over
y using your e-mail account:

0 Remedy-based e-mail messages sent to create or add details to a ticket are
logged automatically. The e-mail messages sent to each customer can be
displayed by selecting Show > Email from the Service Request screen.

O Remedy e-mails that are sent with the ticket number in the Subject line are
stored and associated with their corresponding tickets. The staff working on
the ticket will receive an e-mail stating, “E-mail arrived regarding ticket #
XXX.”
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Moni toring Tickets, continued

To view Remedy e-mails, follow the steps below:

1. From the Service Request screen, select Show > Email.

Servi ce Request Menu Bar

&l ol /17| 8l = A =] # ] w1 |2
B cpt L

T Modity Service Fle 1499
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Moni toring Tickets, continued

2. In the Matching Emails screen, double-click on the appropriate e-mail. The e-
mail for the customers to read should have the Email Type of To Customer,
and the Read Status field should be Unread.

Mat chi ng Email s Screen

D3~ O TN S5 Cimar.ise | iramard [ TR 439 ‘
Froam Curiarmas
Fasqusi Fiasd
)
sds poe
(e T
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Respondi ng vi a
Renedy e-nmi |
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Monitoring Tickets,

conti nued

To clarify any information about a ticket or provide additional details via
Remedy, follow the steps below:

1.
2.

Modi fy Service Request

Login to Remedy.

From the Remedy menu bar, select File > Search For > Service Request.

To search for the pertinent service request, complete the Service Request ID
field on the header of the Modify Service Request screen.

Click the Search button in the upper right-hand corner of the screen.

From the Service Request menu bar, select Show > Assigned to. The
Matching Staff Members screen displays.

8l El#| 217] slE|

<<< Hide

Caontact

Suppart Topic +

Miscelaneous

o, Remedy User - [sprt_Service Request]
@ File Edit “iew Tools Qctionsm Table Ops CustOps MNew Window Help

el ENERE e nzn

Actions
ed bo
Aftachrents
Lalendar
Agencies
Contacts
Defects
Email
E nwironments
by 3
Support Topics
Product lssues
RFEs

-

Service Contracts
Sites

Screen

IR
i tls\tl‘?}l

170012 J Sl Medium T Ll

Pricrity LInzpecified j
B _I Aftachments 7 © Yes © No LastLog W
e here

:unI Eountersl Dthetl

Azzighed to Graup

M3

3 hd
i Mot Applicable : I i i
FS Site ID # PR S e Aszigned to + b aureen Giannott _:J
Summary + ITESt“'F'Ut the sur - Sglution from J
Category 1 I Stray Email Category 2 I :_l
Details Further describe tl Results List far... the problem [i.e. steps you took before you noticed there was J
a problem)
Solution I _I “whorkaround I __J
Mew Mote _I _+| << Hide |
Motes _I LI
[Number 1 of 1 [Janicey’ | ffi-remedy. ha [ I
| B omee FARAEIRYEEN S Microsoft

Appendi ces:

Fi nal

iaSlalll gJaniceYoo...”@Hemedy mﬁemed}l ... | @Exploring-...l B¥ Microsoft . |

My ltems ]i%N,ﬁ%Qjé@? 1:46 PM
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Monitoring Tickets, continued

6. Copy the Internet Email Address from the Matching Staff Members screen.
(In step 9, you will paste the address into a New Email screen.)

Mat chi ng Staff Menbers Screen

”i Remedy User - [base_Staff]
[5] File Edt ‘iew Tools Actions Show Table Ops MNew window Help =

EEE R EEEEER R EENE

Matching Staff Members

Full Mame Curr... | Ca.. | #C.. | Last Assigned Time Groups

€ Modify Staff Member STAFF0000000192

|»

Shad Al ISTAFFDDDDDDD'I 92 Full Mame Maureen Giannotti

Staff Status @ Active T Inactive

Irfa AutoAssignl Dtherl

First Mame +  [Maureen Manager + Idre Adarns ﬂ

Lagt Name +  |Giarnott Department

Phore#+  [7036330030 | Et+ | Sales Region ] -
Lagin Name ~ [MaureenG Default Notification ¢ Matifier & Email

Email Address  |SEMEEaMETE

Pager I
Fax # | 1 LI
1 Selected - [Murnber 1 af 1 [Janicet | fis-remedy. hg [EEEEI |
E Office | 8 Microsoft
iaSlaltl !JaniceYoo...”@Hemedy IHemed}' [ | @Exploring-...l T Microsaft ... | My [tems |i%Ns§$<ﬂ-@ 1:51 PM
7. In the upper right-hand corner of the screen, click the bottom X to close the
Matching Staff Members screen and return to the Modify Service Request
screen.
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Monitoring Tickets, continued

8. From the menu bar, select OPS > Respond Via Email.

Modi fy Service Request Screen

Remedy User - [sprt_Service Request]
@ File Edit “iew Toolz Action: Show Tabl

ol ol 17| slaf Bl |

LCust Opz Mew ‘Window Hel

Add/Remove Attachments
Create Child Service Request

2 Modify Service Request RASTO00(IRSEE LT
: Create Product |ssue
Larsaina Sageast 7 RQSTO0000001930 Frint My Service Requests
Service Request Status {In Dispatch Print This Service Request U nzpecified d
Reazon Rejected or On Hold tz 7 © ez @ Mo LastLog W
Abstract Miscellaneous Eorm Letter *
T est---Put the summary Search ‘Window for...
Fietain Mew ‘Window
<<« Hide Frint This Ticket | Frint My Tickets |pdate Infa for Cantact
Contact Related Items | Date/Time | Diuration | Counters | Other |
Support Topic + [Miscellaneous LI Aszigned to Group [AMS LI
FS Site ID # Mot Applicable Assigned to + [Maureen Giannotti d
Surmary + ITest---F'ut the summary of the problem here J
Category 1 I LI Category 2 I d
Dietails Further describe the problem and the history of the problem [ie. steps you took before you noticed there was _I
a problem)
Salution I _I “workaround I _I
Mew Mote _I + | <<< Hide |
Motes J LI
|Number1 af 1 |Jan\ceY |ffis-remed}l.hq Eemedy . |
_ E Office & | 2y 0 |8 Microsoft

iaﬁlalll !JaniceYoo...”@Hemedy mﬂemed}l C.. | @Exploring-...l ¥ Microsoft .. | Iy ltems "%Nﬁ%(ﬂ%@ 1:52 PM
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Monitoring Tickets, continued

9. Onthe New Email screen that appears, on the Message tab, paste into the To
field the Internet Email Address copied from the Matching Staff Members
screen in step 6.

New Email Screen

"'I Remedy User - [baze_Email]

@ File Edit %iew Tools Actions Show Ops MNew “Window Help

EE R RN ERENE RS

2 New Email

-
Emad i ErddlL Email Type IFrom Customer j —
Ticket Type Service Request LI Read Status §|I:||F1|'

[R5 TO0000001930 Send Status frtemal

Altachments [Cle‘?[]

Meszage | Contactl Other I

Ta b aureen_Giannotti@amsine. com ce

Fram janice_yool@amsing. com boe

Subject  |Re: RESTO0000001330

Body Fut the message of the e-mail here................. _I ﬂ

Pull Infarmation
from Tichet
=l
Ready | [Janicey [ His-remedy.hg [ =] |

E Office .

Microsolt

My lterns |i%Ns§$<EJE 1:57 Ph

iﬁStaltl !JaniceYoo...”@Hemedy mHemed}l [ | @Exploring-...l ¥ Microsaft ... I

10. In the Email Type field, select From Customer.

11. Replace the From e-mail address with help@ffis.usda.gov.
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Monitoring Tickets, continued

12. On the Message tab, click the down arrow labeled Pull information from

ticket and select the appropriate fields to be copied into the body of the e-
mail.

Message Tab of New Emmil Screen

Mrrage | Contsct | O |

la sk s el S e g =

Frae Fesa_uiudilaeree: cow [

- & LG | OO0 4

PR e =
5 oluan i

wipkogmond |8 T
fularhoranis

13. Type any other relevant information into the body of the e-mail.

14. To send the message, click Save in the upper right-hand corner of the New
Email screen.
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Monitoring Tickets, continued

Creating and You may want to create a screen capture to add to your Remedy ticket in order to
attaching demonstrate a problem you are having. In order to create and send a screen
sScreen

capt ures capture file via Remedy, follow the steps below:

Go to the screen in FFIS or FDW that illustrates your problem.

Press the Print Screen button on the upper right-hand side of your keyboard.
Open a new document in MS Word.

Paste the screen into Word.

Save the file.

o g &~ w npoE

Login to Remedy. From the Service Request screen, from the menu bar select
Ops > Add/Remove Attachments.

Modi fy Service Request Screen

Fon M AT OOODO0OT N :!ﬂ"" "Im | = =, =1
Trtmen Fmerst Soaby rHl'_-L_lrJH lons g A in Ernal W =
RudcenFiaachad Opblall |~ i o L AT 1]
Abatiaet
m I-m;-\-m-m
suibde | Pl TheTokel | Posindy Thoty  Uedste i o Carbct
Cortct | Frabbern/fkiion | Feelsbnd bern | Doate T | Cralion | Corsen | Do |
L Cioimed ;L'n'l'l.".r.l-!n' ¢ gt
b ———— = Armped | TR
Swrvce Faguart &e e
R e mn-mm
¥ el
P, [EATA TR G
i, g
Lt Shwim Dl Fﬁ-ﬁiﬁdh 1P LA Vot e
et Mot AT D Lot ColiF el Fi?-T.'ﬂﬂ'.'l'nHH-I A
Ciblimnis Lasl Call Sl 11777700 3 100 H 2
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Moni toring Tickets, continued

7. Inthe View/Add/Delete Attachments screen, select the appropriate
attachment file and click the <<< Add button.

Vi ew Add/ Del ete Attachments Screen

[Alamedy CAB Coach] View ddd izl A ackments

I-I':':. .. -
Desteis 10> |
e |
il
i ________| ]| Coee_|
Vi ewi ng Sometimes Support staff members working on your ticket may attach to a
attachments to Remedy e-mail a screen capture that you need to view. In order to view an

Renedy e-nmi |

messages attachment in Remedy, follow the steps below:

1. Login to Remedy.

2. From the Modify Service Request screen, from the menu bar select Show >
Attachments.
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Moni toring Tickets, continued

Modi fy Service Request Screen

ol ol > P {Ei=toiminici ] =l Clt o5

E
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Moni toring Tickets, continued

3. Inthe View/Add/Delete Attachments screen, select the appropriate
attachment file and click the View button.

Vi ew Add/ Del ete Attachments Screen

HEprerify CIUM g h| Yies A /Lindebe Adlachemssnie

|I5 ‘o P 14

il

!
4
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Monitoring Tickets, continued

Replying to Following the submission of your service request, you will receive the following

and adding information in your e-mail inbox regarding your ticket:
attachnents to

Renmedy e-mi |
notifications

fromyour own E-mail Confirmation
e-mai |

| e Y oy R 5 i S W st 1ML _‘J

Subgmrt e o mebrwtied: Sarvees Fsgquad AG S TO00000N 733

————l Ty TEEA L HEs E————

Fiom: balplllis usda jiov chelplilis. usds gavi

o ssccisrmicicio usrda goo ll.-:hl:rl.l'l'll—l:d:l uEcis  Jow
Dare.  Tednd-tday '|¢||u.'uj 12, 2000 & 01

Sghimct  Tow subaitied Sarvice [egquses E'J‘ETIII:IIII:IIII:II':IE-"

Tow waw simply respond too this E-ssll to sppend pour buoket
pppreczate pour businEza

Loapeny Feae DLFD

Sita Rams Hashindtan. DT
Farmt e e _J
Lawt Fomes Heliassid
Framan £ 202-619-Fi32
Ewsil Bdidress pecdisenidhoio. usds oo
Sevmrn by Inzpecified
SHMRATT mmail test of Ll wesk
Lemboma im mapuign bo mlex pleses blaskh
.............. =
T T T ASumes detkn| ety TaJiDhes T
5| = |E Merosntt
|I_!r- !mm_ | Bt - h| i Evphowy | wiMiosnat F_| MNP @ am

If you want to add any additional information to the service request you
submitted or send a screen capture saved in a file, reply to the e-mail
notifications you received following the steps below:

1. From your e-mail inbox, open any e-mail notifications you have received
regarding the service request you submitted.
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Monitoring Tickets, continued

2. At the top of the e-mail message screen, click the Reply button.

3. Inthe body of the e-mail message, type all information that you want
appended to your service request. Do NOT change the To or Subject lines of

the e-mail.

New Reply Screen

e L Yew LCmss  powoes [ad iedos s
< RS | e e Y E

3'1.11-.._] LA N Dot | 7Y sem | ) smetani b | b o |

.-"'" L i

(BB CLITIER LS ]

gl Porvd e v

b Poar Fow ' o bl Sarveces Fiscumad FES | IDDDERRT] 758

"L hesw afncted sorams yhaiy

5

Hals T o] ﬂ?ﬂdﬂm-’ f = U s
= Mot
!qu"iu-ll- 1IF bra et I!ﬁlﬂﬂ] gmﬂu—nPJ (W NC i 3 amre

4. From the New Reply menu bar, click the File Attach icon to add any
necessary attachments.

Note: Instructions for creating a screen capture file are in the Creating and
attaching Remedy screen captures section of Monitoring Tickets.
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Moni toring Tickets, continued

5. From the Create Attachment(s) screen, double-click on the appropriate
attachment.

Create Attachnent (s) Screen

Lansia Sllachmend] c| n
T =1 &l 2 =
Frosgitaon [ soriphion Foe Fl s Lpses oo ﬂﬂm [CETE
Froos Tablesy doo "_'Il'-le-p-m':-:l:-eﬂdn-c
Chasp_ W pied e vkl _wiy_sisl ez
Chosicrfieara i o
_]Fi.’.“. e '_"I‘f.i:n--'n.‘.m:?w
Fislsdng indpawustion doc W] Sarace (bisciea doc
L 1 *
File e r5-\.'||::||ﬂ'-u|'.|h-\. | [Crmmia I
G|
i
0114/ 2008) 125500 Pl BG4, bedes ¥ Compeasy

6. At the top of the e-mail screen, click the Send button.
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Monitoring Tickets, continued

Servi ce Below are defined the different statuses that are used for Remedy tickets. The
;?g};e:gs status can be found in the Service Request Status field located in the header of
u

the Service Request screen.

St at us Definition

Open The service request has not been assigned to
anyone in Support.

I'n Dispatch A staff nenmber in the Support group has been
assi gned a service request for dispatch to the
appropriate group that should resolve it.

W P/ Cust omer The Support staff menber assigned the service
Cont act ed request has contacted the custoner and is in

(Vork | the process of resolving it.
r n

Progress/ Custo
ner Cont act ed)

On Hol d The custoner has been notified and the staff
nenber assigned to the service request requires
addi tional information. This will require an
approxi mate target time that it will take for
the custoner to provide the requested

i nformation.

Resol ved The service request has been resolved and a
sol uti on has been docunent ed.

Prior to achieving this status, the solution is
docunented and forwarded to the custoner for
approval . Upon custoner approval the staff

wor ki ng on the service request will change the
status to Resol ved.

C osed Only ACFO-FS will close service requests. The
servi ce request nust be resolved, verified by
t he custoner, and approved by ACFO FS before
the ticket can be C osed.
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Reports

Creating a new Remedy may be used to generate reports on open issues.
report style
i n Renedy

Before producing a report, a report style must be created. This entails selecting
from various fields and formats. To create a style, follow the steps below:

1. Login to Remedy.
2. From the tool bar, click the Report icon.
New Servi ce Request Screen

] B Ed Whea Teoh Ackes Taje Qv ContOpn Hew windew Hee

G| F|e| 7| Snf

B Hew Service Aegues

3. From the menu bar, select Report > New.

Report Styles Screen

Fs Hemedy Weer - [Hapeit - cpt Smmice A egueat [Bo-ranedy. hgnet sada goy]]

[ Bl Edi ew Dokt Repon eckes He =18 x|
) ] ) — ) |
e FIps

Par = P e

melwqpeat lacre  Fimrady i
mmerpdels L Flararg
s FRoves | Exekla U £ Progysin FisstHerssd

Fropasin Friw
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Reports, continued

4. On the General tab of the Properties - << New Style>> screen, enter a name
for the report style into the Report name field.

General Tab of Properties - <<New Styl e>> Screen

Genrd | P | Ses | Staiisies | Page Seiup |

Fiepce rame: |_

Coremant:

|t|n|i:.mm|appq.-|

5. On the Fields tab, select the fields that will appear on the report:
O Click the appropriate fields.

O Click the Add Before or Add After button to designate the order in
which you want the fields to appear.
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Reports, continued

Fi el ds Tab

6. Select the Page Setup tab to modify the page setup:

O Click the Landscape or Portrait button on the right-hand side.
In the Page break per field, select Page using the drop down menu.
In the Report Format section of the screen, click Column.

Click the Apply button in the lower right-hand corner.

o o o 0O

Click the OK button.
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Reports, continued

Page Setup Tab

7. Inthe Report Styles screen, on the tool bar, click the Save icon.

Report Styles Screen

Je T i = TN | = SR SR EE N ER

Faport Sheles £ g

i Mhaps *F
Rty L Py ol F e Pt
Fiarack L “Pogan = iezFarad
Hd Flsradk L Proggan Fies ' Plavad |
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Reports, continued

8. In the Save Report Style As screen, click OK.

Save Report Style As Screen

[ Sove Aupont StpbeAs ______________HE|
Hare ||:5.'.'|“5.=|H :J
Pafe | Pgeam Files ' srsackHomeams - |
Lorwvent :_l

| -

[ o ] e |
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Reports, continued

Creating a To create a report in Remedy, follow the steps below:
report in
Remedy 1. Login to Remedy.

2. From the menu bar, select File > Search For > Service Requests.

3. Inthe Search Service Requests screen, complete the appropriate fields with
the criteria that will be used to generate the report.

4. Click the Report icon.

Search Service Requests Screen
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Reports, continued

5. Select a style from the Report Styles screen that appears.

6. From the menu bar, select Report > Export To > File.

Report Styles Screen

=10] x|

MEFE |

Fenpront Sty e =t

= = = forzigmm
:cﬂmﬁ1 ISP Togad o]

complatas A
L]

Bhyla Frevinw
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Reports, continued

7. Inthe Report To File screen that appears, use the drop down menu in the
Save in field to select the directory in which you would like to file the report.

Report To File Screen

Rrowt Tofde R {F )
Ea e | =1 My Documerniy jﬂﬂ]gﬂﬁm

Flapars D Hepod | Enn |
EMHLﬂl-'Im‘II'i_-'l'H ﬂ el |

8. Type in the name of the report in the File name field.

9. Inthe Save as type field, use the drop down menu to select Comma
Separated Files (*csv).

10. Click the Save button.
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Reports, continued

11. To display the report:

0 Go to the Start menu in the lower left-hand corner of your screen and
select Documents.

O Select the report document you have just saved.

Start Menu
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